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physically  handicapped  in  Massachusetts.  This  report  is 
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The  report  is  a  distillation  of  the  contribution  of 
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SCOPE  AND  METHODS  OF  THE  STUDY 


A  primary  focus  of  our  study  has  been  an  exploration 
of  the  national  goals  and  guidelines  of  the  Talking 
Book  programs,  examination  of  how  Talking  Books  serve 

those  Massachusetts  residents  who  happen  to  be  blind  or 

* 

who  have  a  physical  handicap  which  prevents  reading  a 
book  in  the  normal  manner,  and  inquiry  into  how  states 
other  than  Massachusetts  manage  their  Talking  Book 
Programs . 

j 

Many  visits  and  interviews  took  place.  The  first  one  to 
the  Division  of  the  Blind  and  Physically  Handicapped, 
Library  of  Congress,  Washington,  D.C. ,  was  one  of  the 
starting  points  of  this  study.  Much  information  was 
shared  with  us  which  was  helpful  indeed.  A  literature 
search,  especially  in  library-related  journals,  led  us 
to  studies  and  documents  in  the  general  field  of  blind¬ 
ness,  and  on  the  specific  subject  of  the  Talking  Book 
service  in  the  United  States.  Literature  in  the  field  of 
volunteering  in  libraries  had  already  been  amassed  in 
connection  with  a  Warner-Eddison  manual,  Volunteers  in 
Libraries,  to  be  published  by  the  Bowker  Company  in 
June,  1977. 
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Prime  recipients  of  our  attention  were  the  major 
elements  of  the  Massachusetts  program.  We  have  had 
several  conferences  at  the  Massachusetts  Commission  for 
the  Blind  and  have  had  shared  with  us  history  and  hopes 
backed  up  by  much  written  material.  A  visit  was  made 
to  the  Machine  Lending  Agency  in  Cambridge  where  we 
were  shown  the  various  listening  devices  in  use  by 
Talking  Book  readers.  The  files  which  show  which  readers 
have  which  machines  and  which  machine  is  where  were 
demonstrated,  as  was  the  map  of  the  Commonwealth  marked 
with  the  districts  served  by  station  wagon  and  by  mail. 

Visits  were  made  to  the  Perkins  School  for  the  Blind  in 
Watertown,  where  the  Massachusetts  Regional  Library  is 
housed.  Again,  we  received  helpful  information  plus 
reports,  printouts,  statistics,  and  other  literature. 

A  trip  was  made  to  the  Subregional  Library  in  the 
Worcester  Public  Library  where  we  met  with  several 
individuals  who  are  leading  the  different  phases  of  the 
burgeoning  subregional  effort. 

Time  was  also  spent  at  the  Massachusetts  Bureau  of 
Library  Extension  in  Kenmore  Square,  Boston.  Much 
material  was  shared  with  us,  especially  a  report  on 
library  service  to  the  blind  and  physically  handicapped 
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in  Massachusetts  which  was  so  newly  prepared  that  we 
were  virtually  the  first  non-Bureau  people  to  see  parts 
of  it.  The  Bureau’s  library  activities  on  behalf  of  the 
blind  and  physically  handicapped  were  explained  in  some 
detail. 


» 


Telephone  interviews  were  conducted  with  regional 
libraries,  or  their  representatives,  in  the  other  New 
England  states,  to  wit: 

•  Connecticut 

•  Maine 

•  New  Hampshire 
6  Rhode  Island 
©  Vermont 

These  librarians  were  most  generous,  not  only  in  giving 
their  time  and  thoughts,  but  also  in  sending  us  copies 
of  their  annual  reports,  volunteer  manuals,  publicity 
releases,  all  manner  of  materials. 


Through  telephonic  interviews  and  study  of  written  reports, 
information  was  gathered  on  the  Talking  Books  program  in 
these  non-New  England  states: 

©  Idaho 

•  Illinois 

•  Iowa 

©  Nebraska 

•  New  Jersey 

•  New  York 

•  Ohio 

•  Pennsylvania 

•  Washington 
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Again,  many  people  were  extraordinarily  generous  with  time 
thoughts  and  ideas. 

Contact  was  made  with  other  agencies  working  with  the 
blind  in  Massachusetts,  such  as  Boston  Aid  to  the  Blind, 
the  Vision  Resources  Library  (in  West  Boylston) ,  the 
National  Braille  Press  (Boston),  the  Massachusetts  Associa 
tion  for  the  Blind  (Boston) ,  and  the  Maynard  Listening 
Library  (in  Taunton).  Agencies  serving  residents  with 
specific  handicaps  other  than  blindness  were  approached 
and  asked  their  views  of,  and  use  of,  the  Talking  Book 
Service.  Included  were  agencies  servicing  people  who  have 
cerebral  palsy,  muscular  dystrophy,  and  multiple  sclerosis 

Librarians  in  the  following  Massachusetts  towns  were  asked 
how  theyviewed  the  Talking  Books  program  and  how  their 
public  libraries  were  responding  to  the  library  needs  of 
the  blind  and  physically  handicapped  in  their  communities: 

©  Acton 

•  Bourne 

•  Fall  River 

•  Lawrence 

•  Medford 

•  Middleton 

•  New  Bedford 

®  Newton 

•  Springfield 

•  Taunton 
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Investigation  of  possible  applications  of  communica¬ 
tions  technologies  was  conducted  with  the  assistance  of 
several  communications  experts  in  the  Commonwealth's 
employ,  with  Bruce  D.  Nelson  Associates  of  Brookline, 
with  representatives  of  the  New  England  Telephone  and 
Telegraph  Company.  A  variety  of  sources  were  consulted 
in  considering  the  possible  applications  of  computer 
science  to  the  Talking  Book  program;  especially  helpful 
were  individuals  at  the  Massachusetts  Institute  of 
Technology,  literature  from  Neoterics,  Inc.  of  Cleveland, 
Ohio,  and  materials  from  a  recent  conference  on  computer 
applications  held  at  the  DBPH  in  Washington,  D.C.  which 
were  supplied  us  by  Ghisella  Titman  who  had  attended  the 
conference. 

This  study  in  no  way  pretends  to  be  comprehensive.  The 
scope,  however,  has  indeed  been  broad.  The  choice  of 
whom  to  see,  where  to  go,  whom  to  telephone,  has  been 
ours  alone,  limited  only  by  stringencies  of  time  and 
budget.  To  those  who  ask,  "Why  didn't  they  visit  us?", 
or  "Why  was  our  organization  not  contacted?",  the  reply 
is  that  the  field  was  only  sampled;  our  investigations 
could  not  take  us  everywhere.  To  those  who  would  say, 
"Our  library  has  a  marvelous  program  and  we  aren't  even 
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mentioned”,  or  ”Our  agency  is  doing  a  lot  with  blind 
people  and  our  opinions  were  never  sought”,  our  response 
is  that  we  wish  we  had  talked  with  you,  but  that  it  would 
have  been  literally  impossible  for  us  to  contact  every 
agency  and  every  public  library.  If  you  are  carrying 
out  a  program  which  you  would  like  to  have  others  know 
about,  let  someone  know  at  the  Regional  Library  or  at  the 
Bureau  of  Library  Extension. 

There  are  many  groups  and  individuals  closely  connected 
with  Talking  Books,  especially  the  readers  themselves. 

All  opinions,  prejudices,  suggestions,  rumors  (and  other 
Gospel  truths),  have  been  carefully  taken  into  account. 

This  report,  however,  is  most  definitely  not  a  compilation 
of  all  the  facts  and  figures  to  which  we  have  been  exposed. 
The  conclusions  presented  herein  are  our  own. 

At  all  times  the  dominant  focus  has  been  how  to  provide 
the  best  in  library  service  to  the  blind  and  physically 
handicapped  in  Massachusetts.  It  is  our  hope  that  this 
study  will  stimulate  action  in  a  number  of  areas  so  that 
more  of  the  blind  and  physically  handicapped  will  be 
brought  into  the  mainstream  of  library  services. 
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THE  CURRENT  SCENE 


The  Division  for  the  Blind  and  Physically  Handicapped 
(DBPH)  of  the  Library  of  Congress  provides  books  and 
magazines,  and  the  equipment  with  which  to  play  them, 
for  those  who  have  visual  or  physical  conditions  which 
make  it  impossible  to  use  regular  printed  matter.  This 
effort  is  frequently  called  the  Talking  Book  program. 

To  carry  out  this  service  in  the  most  effective  way,  the 
Library  of  Congress  has  designated  various  libraries  and 
agencies  across  the  country  as  Regional  Libraries.  This 
power  of  designation  was  given  to  the  Library  of  Congress 
in  the  original  enabling  legislation  in  1931.  The 
Librarian  of  Congress  named  eighteen  libraries  as  the 
first  regional  libraries  under  the  Pratt-Smoot  Bill,  and 
the  library  at  the  Perkins  School  in  Watertown,  Massachu¬ 
setts  was  one  of  these  first  eighteen.  The  national 
program  has  grown  considerably  since  1931,  so  that  today 
there  are  54  regional  and  96  subregional  libraries. 

Many,  many  organizations  provide  library  services,  or 
library-related  services,  to  the  blind  and  physically 
handicapped  in  Massachusetts.  The  three  major  publicly 
supported  organizations  are:  the  Regional  Library  at 
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Watertown's  Perkins  School  which  provides  books  and 
magazines  in  disc,  tape,  and  braille  formats  throughout 
the  state;  the  Machine  Lending  Agency  in  Cambridge  which 
provides,  delivers,  and  repairs  the  machines  which  make 
it  possible  to  use  the  disc  and  tape  materials  supplied 
by  the  Regional  Library;  and  the  Subregional  Library  in 
Worcester  which  supplies  disc  books  to  the  blind  and 
physically  handicapped  in  the  Central  Region  of  the  state. 

The  Massachusetts  Commission  for  the  Blind  has  a  legis¬ 
lated  responsibility  under  Massachusetts  law  to  cooperate 
both  with  HEW  and  with  the  Library  of  Congress  in  the 
administration  of  the  Talking  Book  program  for  the  blind. 
The  Commission  also  has  the  authority  to  expend  state, 
federal  and  other  funds  in  support  of  such  a  program. 

Under  this  section  of  the  Massachusetts  General  Law,  the 
Commission  operates  the  Machine  Lending  Agency  and  also 
contracts  with  the  Perkins  School  for  the  operation  of 
the  Regional  Library. 

In  January  1977  the  DBPH  issued  Guidelines  for  Regional 
Libraries  for  the  Blind  and  Physically  Handicapped.  The 
guidelines  have  no  legal  regulatory  impact,  but  they  do 
serve  as  voluntary  standards  against  which  a  regional 
library  and  its  program  can  be  measured.  The  complete 
guidelines  for  both  regional  and  subregional  libraries 
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will  be  found  in  the  annexes  which  accompany  this  report 
Sections  of  the  guidelines  will  be  used  herein  to  focus 
the  current  operation  of  the  Talking  Book  program  in 
Massachusetts . 
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"Structure  and  Planning:  Administrative  Setting 

The  regional  library  should  be  in  an 
agency  responsive  to  the  needs  of  blind 
and  physically  handicapped  library  users. 

The  agency  housing  the  library  should 
be  familiar  with  general  library  pro¬ 
grams  and  services  and  tie  in  to  these 
as  appropriate.” 

The  Regional  Library  at  the  Perkins  School  is  responsive 
to  the  library  needs  of  blind  and  physically  handicapped 
users  in  a  number  of  manners.  The  setting  is  especially 
geared  to  the  needs  of  blind  users,  as  Perkins  School 
itself  is  designed  around  the  needs  of  the  blind.  Some 
physically  handicapped  readers  would  find  the  location  of 
the  library  difficult,  however,  as  access  for  individuals 
in  wheelchairs  is  difficult;  there  are  problems  of  crowded 
parking  conditions,  of  distance  from  the  parking  lot,  of 
access  to  drinking  water  and  washroom  facilities,  of  space 
to  maneuver  wheelchairs.  For  both  blind  and  physically 
handicapped  readers  there  is  shortage  of  space  for  listen¬ 
ing  to  Talking  Books  and  of  privacy  for  consultation  with 
a  librarian.  The  card  catalog  is  too  high  for  a  sighted, 
wheelchair  reader  to  use  unassisted.  There  are,  then, 
many  possibilities  of  showing  greater  responsiveness  to 
blind  and  physically  handicapped  library  users. 

Since  Perkins  School  itself  is  isolated  from  a  general 
library,  it  is  difficult  to  tie  in  with  general 

fill  I 
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library  programs.  We  could  not  determine  how  much 
familiarity  the  Regional  Library  readers'  advisors 
have  with  library  programs  and  services  in  the  indi¬ 
vidual  Massachusetts  town  and  city  libraries.  The 
Regional  Library  at  Perkins  operates  primarily  as  a 
mail  service,  quite  independently  of  most  general 
libraries.  This  appears  to  be  due,  at  least  in  part, 
to  a  shortage  of  staff. 
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"Structure  and  Planning:  Advisory  Committee 

Guidance  and  input  from  consumer 
groups,  reader  groups,  and  related 
agencies,  as  well  as  from  individual 
users,  is  essential.  An  advisory 
committee  composed  of  a  representa¬ 
tive  group  of  users  and  members  of 
related  organizations  should  be 
established  and  used  actively  in 
the  formulation  of  policy  and 
planning.  Regular  meetings  are 
necessary. M 

An  advisory  committee  as  recommended  in  the  guideline 
quoted  above  would  be  of  great  help  to  all  those  engaged 
in  providing  library  service  to  the  blind  and  physically 
handicapped.  Right  now  there  is  no  easy  outlet  for  users 
or  for  related  agencies  to  contribute  both  frustration 
and  suggestions.  In  effect,  a  well-selected  advisory 
committee  could  act  as  a  resource  for  the  Regional 
Librarian;  such  a  committee  could  also  act  in  the  ombuds¬ 
man  role  for  the  consumer  group  which  is  made  up  of  the 
users  of  the  service.  This  guideline  has  not  been 
achieved  as  yet. 
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"Structure  and  Planning:  Goals  and  Objectives 


The  regional  library  must  establish 
goals  and  objectives  to  be  used  in 
formulating  a  long-range  plan.  This 
plan  should  incorporate  information 
from  the  Library  of  Congress,  current 
trends  in  the  field,  and  related  state 
programs.  Annual  review  is  essential: 
progress  toward  achieving  the  goals 
should  be  judged,  and  the  plan  reevalu 
ated  and  revised  in  the  light  of  new 
and  updated  information. " 


A  beginning  has  been  made  in  formulating  goals  and  objec¬ 
tives.  The  Regional  Librarian  prepared  a  brief  statement 
discussing  goals  in  October  1976.  The  librarian  expressed 
the  following  needs  under  the  heading  of  goals: 

o  Additions  to  the  collection:  primarily  material 
produced  locally; 

•  Public  relations  material:  a  newsletter,  posters, 
and  radio  and  TV  spots  for  announcements  of  the 
availability  of  library  service; 

©  Increased  staff  so  that  sufficient  professional 

librarians  could  be  on  hand  to  provide  good  service 
to  users  and  also  to  be  in  touch  with  the  wider 
community  of  other  organizations,  other  libraries, 
etc. 

•  Increased  communication  through  use  of  WATS  lines, 
--first  for  outgoing  calls  and  then  for  incoming 

calls,  so  that  better  library-reader  communications 
can  take  place; 
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•  Increased  staff  so  that  responses  to  reader 
needs  can  be  more  rapid; 

•  Additional  space  so  that  more  older  titles  can 
be  kept  available; 

•  Telephone  in-depth  reference  service  capability, 
similar  to  statewide  service  offered  by  the 
Connecticut  State  Library  for  all  Connecticut 
citizens ; 

•  Increased  staff  so  that  stronger  programs  with 
nursing  homes  and  other  agencies  can  be  developed 
(this  would  include  creating  materials  aimed  at 
some  of  these  groups); 

•  Extra  staff  so  that  all  tape  formats  can  be 
examined  and  rewound  on  return  from  use  before 
being  shipped  out;  this  would  increase  user 
satisfaction  and  prolong  the  life  of  the  tapes. 
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"Services;  the  Community 


As  is  true  with  other  library  services, 
an  effective  program  for  the  blind  and 
handicapped  is  one  that  is  geared  to 
the  needs  and  activities  of  the 
community  and  its  members. 

A.  A  survey  should  be  made  in  the 
community  of  current  users  and 
eligible  nonusers." 


This  study  was  not  designed  to  survey  users  nor  was  it  meant 
to  discover  unserved  potential  users.  However,  such  a  survey 
should  be  made.  In  the  course  of  many  interviews,  a  concern 

r~ 

was  raised  again  and  again;  no  one  knows  who  the  users  are 
or  who  they  might  be. 

There  is  no  doubt  that  not  even  those  who  are  registered  with 

the  Commission  as  being  legally  blind  are  all  being  actively, 

served.  The  Regional  Library  reported  that  there  was  an 

average  of  6,513  active  readers  as  of  31  August  1976;  the 

number  of  blind  listed  on  the  Register  of  the  Blind  on 

31  December  1976  was  15,  175.  And  there  are  many  who  are 

not  registered.  The  Annual  Report  of  the  Commission  (for 

fiscal  1976)  says  that: 

Notwithstanding  the  statutory  requirement 
for  the  reporting  of  blindness  to  the 
Commission,  many  legally  blind  residents 
of  the  Commonwealth  are  not  so  registered. 

As  a  result  of  this,  many  legally  blind 
persons  are  not  aware  of  the  programs  and 
services  available  to  them  as  well  as  the 
many  benefits  available  to  them  by  law. 
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Identification  of  physically  handicapped  potential  users 
is  even  more  difficult.  Many  agencies  serve  individuals 
with  specific  physical  handicaps;  social  workers  from 
these  agencies  vary  widely  in  how  much  they  know  about 
the  services  provided  under  the  Talking  Book  program. 
Learning- disabled  young  people  are  only  just  being 
introduced  to  talking  books,  as  their  teachers  and 
parents  gradually  become  aware  of  talking  books  as  learn 
ing  tools. 


/ 


> 
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"Services:  the  Community 


B.  Many  community  organizations  perform 
functions  which  parallel  the  regional 
library  program:  they  administer 
programs  of  a  similar  nature  (reading) , 
or  involve  the  same  individual  (special 
schools,  nursing  homes  and  hospitals). 

In  order  to  refer  coordinated  activities 
to  the  appropriate  agency  for  the  services 
needed,  the  regional  library  should  be 
thoroughly  familiar  with  these  organiza¬ 
tions  . 

C.  Staff  of  the  regional  library  should 
maintain  liaison  with  and,  where 
appropriate,  become  active  members  or 
officers  of  community  organizations. 

D.  Most  communities  offer  services  through 
public,  university,  special,  and  school 
libraries.  The  regional  librarian  must 
be  thoroughly  familiar  with  these 
libraries  in  order  to  refer  patrons  to 
the  library  that  is  best  able  to  meet 
their  particular  needs. 

E.  The  regional  librarian  should  take  what¬ 
ever  steps  are  necessary  to  assure  that 
in  addition  to  knowing  other  library 
sources  in  the  area,  that  these  other 
organizations  are  fully  cognizant  of  the 
program  and  offerings  of  the  regional 
library. " 


A  great  deal  remains  to  be  done  to  bring  the  Regional 
Library  in  Massachusetts  in  line  with  these  sections  of  the 
guidelines.  Unfortunately,  there  has  not  been  adequate 
staff  for  such  outreach  activities  or  for  such  referral 
service. 
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ttCirculation 

Whatever  circulation  system  is  employed, 
it  must  be  capable  of  responding  in  a 
timely  manner  to  the  needs  of  the  user  and 
exhausting  all  possible  sources  for  the 
material  required.” 

The  efficiency  of  the  circulation  system  at  the  Regional 
Library  is  curtailed  by  a  number  of  factors  including  the 
inefficiencies  of  the  U.S.  Postal  Service.  Having  to  main¬ 
tain  all  records  manually  in  overcrowded  space  also  con¬ 
tributes  to  lessened  efficiency.  See  the  comments  under 
Physical  Facilities  for  further  comments  on  these  difficulties. 
It  is  probable  that  the  reduction  of  staff  hours  during  the 
vacation  periods  of  the  Perkins  School  also  weakens  efficiency. 
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n Reference 

/ 

A.  The  regional  libraries  should  know  the 
library  facilities  in  the  area  and  be 
able  to  refer  patrons  to  the  appropriate 
library  for  answers  to  general  questions. 

B.  An  in-depth  print  reference  collection 
concentrating  on  the  areas  of  blindness 

and  physical  handicaps  should  be  developed.” 


The  specialized  collection  belonging  to  Perkins  is  available 
and  well-maintained.  The  amount  of  reference  service  that 
is  able  to  be  given  remains  quite  limited.  One  of  the  goals 
of  the  Regional  Librarian,  referred  to  earlier,  is  that  of 
having  a  statewide  telephone  reference  capability  similar 
to  that  mounted  by  the  Connecticut  State  Library. 
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"Services:  Readers  Advisory  Service 

Since  the  program  is  basically  a 
reading  program,  the  regional 
librarian  must  develop  methods  for 
assuring  that  effective  service  is 
provided  for  patrons. 

C.  Close  cooperation  and  coordina¬ 
tion  with  the  subregional, 
institutional,  and  public 
libraries  of  the  area  is 
essential.  The  regional 
librarian  should  assist  in  pro¬ 
viding  advisory  service  for 
readers  through  such  programs 
as  book  talks  and  discussion 
groups,  lectures,  story  hours, 
special  subject  programs,  and 
reading  improvement  programs . 

D.  Catalogs  of  holdings  in  other 
major  agencies  such  as  Record¬ 
ing  for  the  Blind,  American 
Printing  House  for  the  Blind, 
and  Jewish  Braille  Institute  of 
America,  should  be  maintained 
at  the  library  and  checked  for 
the  existence  of  an  item  prior 

to  forwarding  the  request  to  DBPH." 


Once  again  the  current  understaffing  of  the  Regional 
Library  makes  it  virtually  impossible  for  some  of  the 
guidelines  to  be  met.  The  regional  librarian  cannot  be 
out  of  the  library  providing  advisory  services  if  there 
is  no  one  to  back  her  up  in  the  library,  and  there  is  no 
other  professional  on  the  staff  on  a  full-time  basis. 

The  development  of  a  catalog  of  the  holdings  of  the  DBPH 
is  the  first  step  in  a  national  catalog  of  braille  and 
recorded  materials.  According  to  the  25  February  1977 
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issue  of  the  Library  of  Congress  Information  Bulletin, 
nearly  10,000  titles  in  braille  and  on  cassette,  record 
or  flexible  disc  are  indexed  in  the  new  catalog.  The 
catalog  is  available  on  microfiche  and  has  been  made 
available  to  the  154  regional  and  subregional  libraries. 
Appropriate  microfilm  readers  have  been  loaned  to  the 
libraries  so  that  the  catalogs  can  be  consulted  easily. 

The  article  in  the  Information  Bulletin  goes  on  to  say 
that  "plans  for  future  editions  include  the  addition  of 
books  which  are  also  produced  by  various  libraries, 
agencies,  and  volunteer  groups  serving  the  blind  and 
physically  handicapped."  When  these  future  editions  are 
produced,  users  will  suddenly  have  easy  access  to  a 
national  collection  of  library  materials. 

In  the  meantime,  the  Regional  Library  at  the  Perkins  School 
has  a  special  collection  of  material  in  French,  but  it 
does  not  seem  to  have  the  Spanish- language  material  which 
is  available  from  the  DBPH  although  there  is  a  large 
Spanish- speaking  population  in  the  Commonwealth.  Is  this 
population  group  being  served? 
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flServices:  Public  Education  Program 

Providing  a  facility,  collection,  and 
staff  for  the  program  is  not  sufficient. 
The  library  must  actively  participate  in 
public  education  activities  to  ensure 
maximum  exposure.  The  development  of 
professionally  designed  and  produced 
brochures  and  media  presentations  will 
prove  invaluable  in  pursuing  the  goal 
of  reaching  three  basic  groups  -- 
eligible  borrowers,  professional  groups 
and  organizations,  and  friends  and 
relatives  of  eligible  users.  Personal 
visits  by  regional  and  subregional 
staff  to  members  of  these  three  groups 
should  be  encouraged.” 


This  guideline  goes  on  to  describe  the  different  groups 
who  should  be  approached  and  the  different  forms  of 
publicity  which  the  regional  library  might  engage  in. 

The  Regional  Library  is  currently  not  active  in  any  of 
these  areas.  If  a  volunteer  public  relations  committee 
were  started,  some  unexpectedly  useful  results  might 
appear.  Perhaps  some  of  the  advertising  agencies  in  Boston 
or  other  parts  of  the  state  would  be  interested  in  pro¬ 
viding  publicity  material  as  a  contribution.  This  should 
be  explored,  seriously  explored,  because  the  Talking  Book 
program  is  definitely  under-publicized  right  now. 
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"Services:  Lowering  Service  Barriers 

The  regional  librarian  must  continually 
strive  to  ensure  that  the  individual 
patron  is  getting  the  type  of  service 
he  requires.  Personalization  of  the 
program  and  dedication  to  library  service 
for  the  blind  and  physically  handicapped 
are  essential  in  achieving  this  goal. 

A.  The  regional  library  should  design, 
develop,  and  produce  applications 
for  service  geared  to  local  needs. 

All  such  applications  must  receive 
approval  from  the  division  prior  to 
use.  Where  appropriate,  standard 
forms  should  be  developed. 

B.  Through  close  cooperation  with  the 
local  libraries  in  the  area,  and 
education  of  the  staff  of  the  local 
units  regarding  the  services  they 
could  and  should  supply,  patrons 
should  be  encouraged  to  use  their 
local  facilities  wherever  possible 
for  services  which  are  as  appropriate 
to  them  as  they  are  to  the  non¬ 
handicapped. 

C.  Close  and  frequent  contact  with  the 
library's  patrons  is  essential  in 
assuring  effective  library  services. 

1)  The  regional  library  must  be  able 
to  communicate  with  its  patrons , 
as  required,  contacting  them  when 
problems  arise  and  making  regular 
checks  to  assure  patron  satisfaction 
with  the  program. 

2)  The  reader  must  be  able  to  contact 
the  regional  library  by  telephone 
when  he  so  desires.  This  should  be 
at  no  charge  to  the  reader,  either 
through  the  use  of  In-WATS  or  un¬ 
limited  acceptance  of  collect  calls." 
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The  goals  included  in  this  guideline  simply  are  not  in 
evidence  in  Massachusetts  at  the  present  time.  Users  of 
the  talking  books  are  not  actively  encouraged  by  the 
Regional  Library  to  use  local  libraries  for  services, 
nor  is  it  easy  for  there  to  be  frequent  and  close  contact 
between  patrons  and  the  Regional  Library.  There  is  no 
facility  for  easy  and  no-cost  communication  with  the 
Regional  Library  if  a  user  lives  outside  of  the  Greater 
Boston  area.  The  Regional  Library  has  no  incoming  WATS 
service  and,  equally,  has  no  funds  with  which  to  offer 
unlimited  acceptance  of  collect  calls.  A  user  frequently 
has  to  incur  toll  charges  if  a  call  is  placed  to  the 
Regional  Library  in  Watertown.  In  addition,  it  is  doubted 
if  adequate  service  is  provided  during  the  Perkins  School 
vacation  periods.  There  can  seldom  be  an  adequate  supply 
of  staff  to  respond  quickly  and  well  to  any  user  need 
during  vacations. 
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"Service  Registration  and  Recordkeeping 

Registration  of  readers  should  be  carried 
out  as  rapidly  and  efficiently  as  possible. 

In  all  cases,  a  response  should  be  given 
within  three  working  days.  The  reader's 
impression  of  the  service  will  be  formed 
during  this  initial  service  phase." 

Currently,  the  Machine  Lending  Agency  mails  to  the  Regional 
Library  a  notice  of  registration  on  the  day  that  the 
machine  is  mailed/delivered  to  the  new  user.  This  un¬ 
doubtedly  is  the  cause  of  the  complaint  that  was  heard 
from  many  parts  of  the  Commonwealth:  usually  the  machine 
arrives  and  then  the  waiting  starts,  for  a  week  or  more, 
before  there  is  anything  to  play  on  the  machine.  As  a 
result,  users  get  very  frustrated  and  tend  to  feel  that 
someone  is  taking  advantage  of  them.  This  is  a  valid 
complaint.  A  system  needs  to  be  put  into  effect  which 
will  distribute  a  book,  some  short  stories,  a  magazine  -- 
something  --  with  the  machine  so  that  use  of  the  machine 
can  begin  immediately. 

Recordkeeping,  necessary  for  the  survival  of  the  Talking 
Book  program,  is  so  cumbersome  that  continuing  the  current 
system  may  well  sink  the  program.  Recordkeeping  requires 
far  too  great  a  percentage  of  staff  time.  Recordkeeping 
breaks  down.  Recordkeeping  systems  need  to  be  improved  so 
that  staff  can  be  freed  to  give  increased  service  to  users 
and  would-be  users. 


?&! 
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"Services:  Volunteers 


The  role  of  the  volunteer  in  services 
to  the  blind  and  handicapped  is  critical, 
and  the  possibilities  are  vast.  Because 
of  their  direct  contact  with  patrons, 
careful  selection  and  training  are  vital. 
Volunteers  can  be  utilized  for  the  follow 
ing  activities:” 


Volunteers  can  expand  the  Regional  Library’s  program 
immeasurably.  The  use  of  volunteers  should  spread  far 
beyond  the  traditional  brailling  and  taping.  The  roles 
which  volunteers  can  fill,  within  the  Regional  Library 
and  within  local  public  libraries,  to  increase  the 
quality  of  the  library  service  offered  to  those  who  are 
blind  or  physically  handicapped  are  limitless.  The 
resources  made  available  by  volunteers  are  not  now  being 
utilized.  Again  the  culprit  is  primarily  lack  of  adequate 
staff. 
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"Materials:  Collection 


In  developing  the  collection,  care  must  be 
taken  to  provide  a  collection,  adequate  to 
meet  the  needs  of  the  library’s  readership. 
It  is  imperative  that  written  collection 
development  plans  be  developed  with  this 
goal  in  mind.  Material  is  acquired  through 
a  number  of  different  sources. 


The  collection  of  available  materials  in  the  Regional 
Library  at  the  Perkins  School  is  small  when  compared  with 
the  collections  of  other  states  serving  user  groups  of 
comparable  sizes,  even  though  the  Massachusetts  collection 
includes  one  of  the  larger  braille  collections.  Collections 
should  include  material  from  all  possible  sources  including 
commercially  produced  materials  if  they  are  appropriate  to 

the  library's  users.  It  has  already  been  noted  that  an 

/ 

effort  needs  to  be  made  to  add  Spanish- language  materials. 
The  collection  needs  to  be  increased. 
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**Materials:  Equipment 


With  a  view  to  providing  total  service, 
the  regional  library  should  function  as 
a  machine- lending  agency,  coordinating 
services  for  the  reader  and  minimizing 
the  confusion  that  might  arise  from  the 
user’s  having  to  deal  with  different 
agencies  for  different  services." 


The  machines  are  issued  by  the  Machine  Lending  Agency  in 
Cambridge.  The  books  or  magazines  come  from  the  Regional 
Library  at  the  Perkins  School  in  Watertown.  There  is  good 
cooperation,  a  good  working  relationship  between  the  two 
agencies,  but  the  very  physical  separation  makes  for  in¬ 
efficiencies.  One  of  the  problems  was  referred  to  earlier, 
the  problem  that  arises  because  of  the  time  required  for 
the  notification  about  a  new  reader  to  reach  the  Regional 
Library  so  that  materials  can  be  sent.  There  is_  confusion 
in  the  minds  of  some  users  about  the  difference  between  the 
two  agencies,  and  this  confusion  should  not  be. 
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"Personnel 


The  number  and  levels  of  staff  at  the 
regional  library  should  be  adequate  to 
maintain  a  consistently  efficient  level 
of  service,  to  develop  and  extend  services, 
and  to  answer  service-related  reader  queries. 

The  staff  chosen  must  satisfy  the  requirements 
of  their  position  in  terms  of  training  and 
personality.  Progressive  personnel  practices 
must  be  pursued,  with  all  appointments  and 
promotions  being  based  on  an  evaluation  of 
individual  capabilities  without  regard  to  sex, 
race,  national  origin,  political  association, 
religious  beliefs,  marital  status,  sexual 
preference,  or  handicapping  condition. 

The  head  of  the  regional  library  should  be  a 
professional  librarian,  supported  by  as  many 
assistant  professional  librarians  as  are  re¬ 
quired  to  carry  out  the  functions  of  the  pro¬ 
gram.  Responsibilities  of  the  librarian(s) 
include  planning  and  management,  interpretation 
of  rules  and  procedures,  analysis  of  library 
problems  and  the  formulation  of  creative  solu¬ 
tions,  training  and  evaluation  of  staff,  develop¬ 
ment  and  coordination  of  volunteers,  collection 
development,  reference,  student  services,  etc. 

The  need  for  increased  staff  has  been  mentioned  throughout 
this  report.  There  simply  are  not  enough  professional 
librarians  on  the  staff  of  the  Regional  Library  at  the 
present  time.  The  Regional  Library  needs  several  pro¬ 
fessional  librarians  of  the  highest  calibre  to  develop  and 
to  run  a  Talking  Book  program  which  will  provide  good 
service  to  a  much  larger  group  of  users  than  that  currently 
being  served. 
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ftPhysical  Facilities 

"The  location  and  organization  of  the  physical 
facility  play  an  important  role  in  determining 
the  scope  of  activities  and  the  effective 
implementation  of  the  program.  In  considering 
the  facilities  required,  the  administrative 
structure  for  subregionalization  or  centraliza¬ 
tion  is  crucial.  All  buildings  should  be 
accessible  to  the  handicapped." 


The  administration  of  the  Regional  Library  at  Perkins  is 
heavily  influenced  by  the  fact  that  the  Regional  Library  is 
situated  in  a  school  for  blind  children.  The  physical 
facility  and  the  staff  of  the  Regional  Library  serve  both 
the  children  at  the  school  and  the  users  of  Talking  Books 
state-wide.  The  Perkins  Library  also  serves  sighted  adults 
studying  the  concepts  and  challenges  of  being  blind. 


The  fact  that  the  Regional  Library  is  located  in  a  school 
with  an  on-going  program  does  influence  the  scope  of 
activities  and  effective  implementation  of  the  Talking  Book 
program.  For  instance,  when  wanting  to  telephone  for  informa¬ 
tion  about  Talking  Books,  one  cannot  deduce  from  the  Boston 
telephone  book  where  to  find  information  about  the  program 
unless  one  knows  how  to  look  under  "P"  for  "Perkins  School". 
Talking  Books,  Library  of  Congress,  Regional  Library,  are 
not  listed.  Under  "Massachusetts",  one  finds  Blind,  Commission 
for,  but  nothing  about  libraries  or  books.  There  is  no  direct 
telephone  line  to  the  library  at  Perkins.  When  a  caller  dials 
Perkins  School  to  talk  to  a  Regional  Library  readers'  advisor, 
he  must  go  through  a  Perkins  switchboard. 
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The  physical  location  of  the  Regional  Library  in  an 
institution  which  keeps  an  academic  calendar  has  made 
foreshortened  service  plausible  during  school  vacations. 

The  physical  location  of  the  Regional  Library  at  Perkins, 
with  resulting  split  salaries  and  responsibilities,  is 
providing  special  challenges  in  determining  chains  of 
command  and  responsibilities. 

The  Perkins  School,  as  pointed  out  earlier,  was  designed 
for  blind  school  children.  In  no  way,  and  by  no  standards, 
does  the  area  used  by  the  Regional  Library  pretend  to  be 
accessible  to  the  physically  handicapped. 
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"Phvsical  Facilities:  Site  Selection 


. . .While  most  regional  libraries  serve 
broad  geographic  areas,  their  location 
in  a  major  population  area,  near  public 
transportation,  and  in  a  facility  readily 
accessible  to  the  handicapped,  will  maxi¬ 
mize  the  number  of  readers  who  can  visit 
the  facility.  In  addition  to  enabling  the 
patron  to  come  to  the  library,  select 
titles  on  his  own,  and  discuss  his  service 
needs,  a  variety  of  programs  is  possible.” 


The  selection  of  Perkins  as  a  site  prevents  easy  access 
for  most  non-resident  users.  The  library  is  a  long  walk 
from  public  transportation,  and  also  many  yards  from 
parking  facilities.  None  of  these  ideal  conditions  can 
be  fulfilled  while  the  Regional  Library  site  is  in  a 
school  for  blind  children. 


New  Federal  policy  requires  all  city  buses,  purchased  with 
Federal  funds  after  30  September  1979,  to  have  low  floors 
and  boarding  ramps  for  the  handicapped  and  the  elderly. 

This  will  mean  a  greater  possibility  of  library  visits  by 
elderly  or  handicapped  or  blind  users.  The  Regional  Library 
must  be  able  to  be  visited  with  ease. 
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"Physical  Facilities:  The  Interior 

To  work  efficiently  and  provide  the  best 

possible  service,  a  regional  library 

should  include: 

A.  A  continuously  staffed  and  properly 
furnished  reception  area. 

B.  A  reading  room,  located  preferably 
near  the  reception  area  and  stocked 
with  catalogs  and  brochures,  books 
and  magazines,  on  disc,  cassette, 
and  in  braille,  several  tables  with 
talking-book  and  cassette  machines 
equipped  with  earphones  for  private 
listening,  and  low  vision  aids  for 
the  use  of  the  visually  handicapped. 

C.  A  work  area  for  clerical  staff,  reader 
advisors,  and  librarians,  with  adequate 
space  for  desks  and  all  appropriate 
files  and  records. 

D.  Private  offices,  as  required,  including 
rooms  for  meetings  and  conferences . " 


None  of  these  admittedly  ideal  interior  details  are  possible 
in  the  current  physical  facilities.  Currently,  staff  is 
working  under  handicaps  of  inadequate  space.  Readers' 
advisors  are  physically  separated  by  stacks  of  books  which 
makes  consultation  awkward  instead  of  easy.  Space  strictures 
limit  privacy  and  do  not  encourage  conferences  and  meetings. 
There  is  certainly  not  enough  space  for  users  to  sit  with 
earphones  to  listen  to  a  book  or  an  article  of  a  piece  of 
music  in  the  Regional  Library. 
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"Physical  Facilities:  The  Interior,  cont'd. 

E.  A  tape  duplicating  and  storage  area, 
either  enclosed  or  separated  from  the 
main  work  area,  to  minimize  disturb¬ 
ance  to  others.  Adequate  space  must 
be  provided  for  tape  duplicating  units, 
and  shelving  for  master  tapes  and  raw 
stock.  The  space  for  the  latter  should 
be  climate  controlled  to  prevent  tape 
damage. 

F.  A  stack  area  with  ample  space  to  house 
the  collection. 

G.  A  loading  dock  accessible  to  postal 
trucks,  for  shipping  and  receiving. 
Sorting  shelves  or  tables  should  also 
be  incorporated  in  this  area. 

H.  A  storage  area  for  supplies  and  equip¬ 
ment,  including  catalogs,  brochures,  and 
machines.  * 

I.  An  area  where  Telephone  Pioneers  can  set 
up  equipment  and  perform  repairs  and 
routine  maintenance. M 


Although  we  were  not  shown  the  tape  duplicating  units, 
master  tapes  or  raw  stock,  and  so  cannot  analyze  the  space 
available  or  the  quality  of  the  climate  as  regards  preven¬ 
tion  of  tape  damage,  it  is  apparant  that  the  library  space 
at  the  Perkins  School  is  sadly  over-crowded. 


There  is  a  loading  dock  and  a  small  shipping  and  receiving 
room  at  Perkins,  both  of  which  seem  crowded.  There  is 
little  weather  protection  at  the  loading  dock.  Also,  the 
Watertown  Post  Office  suffered  physical  damage  due  to  recent 
storms;  the  Talking  Books  must  now  be  trucked  to  and  from 
the  Post  Office  to  Needham  Heights,  approximately  ten  miles 
distant. 
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By  using  the  Guidelines  for  Regional  Libraries,  impersonal 
criteria  could  be  held  up  against  the  service  provided  by 
the  Massachusetts  Regional  Library.  Having  done  this,  it 
is  apparent  that: 

•  Service  is  being  offered; 

•  About  half  of  the  registered  blind  in  the  Common¬ 
wealth  are  receiving  some  kind  of  service; 

e  Some  of  the  physically  handicapped  who  cannot 
use  conventional  printed  matter  are  also  being 
served; 

•  Both  the  Regional  Library  and  the  Machine  Lending 
Agency  have  hard-working  and  devoted  staff  members; 

•  Staff  is  hard-working  and  devoted,  but  there  is 
not  enough  of  it  to  accomplish  almost  any  of  what 
must  be  done; 

o  Both  the  Regional  Library  and  the  Machine  Lending 
Agency  are  operating  under  space  or  organizational 
handicaps  which  place  unnecessary  limits  on  their 
capabilities  and  therefore  on  the  quality  and 
quantity  of  service  offered; 

•  Accurate  statistics  about  possible,  or  even  actual, 
users  are  almost  non-existent  because  the  systems 
are  not  designed  to  collect  hard  figures; 
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•  The  physical  locations  of  both  the  Machine 
Lending  Agency  and  the  Regional  Library  are 
not  well- suited  for  the  functions  meant  to 
take  place  at  those  sites; 

©  Volunteers  are  not  being  used  sufficiently; 

•  Public  libraries  throughout  the  Commonwealth 
are  not  closely  enough  related  to  the  Talking 
Book  program; 

©  The  Regional  Library  is  not  looked  on  as  the 

central  source  of  information  about  all  library 
or  information  related  activities  of  interest 
to  the  blind  or  physically  handicapped,  and  it 
should  be  so  viewed; 

•  The  collection  needs  to  be  augmented; 

•  Possible  users  need  to  be  found  and  their  needs 
determined. 

In  short,  library  services  for  the  blind  and  physically 
handicapped  in  Massachusetts  need  to  be  revitalized  so 
that  more  of  those  who  need  the  services  can  have  access 
to  them. 
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All  figures  have  been  taken  from  Library  of  Congress:  Library  Resources  for  the  Blind  and  Physically 
Handicapped  -  1977. 
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CONCERNS  VOICED 

In  our  discussions  with  blind  and  handicapped  readers 
and  their  families,  with  librarians,  and  with  administra¬ 
tors  of  various  services  to  the  blind,  several  concerns 
were  raised  --  some  more  frequently  than  others  --  which 
relate  either  directly  or  implicitly  to  the  Talking  Book 
program  and  to  its  administrative  organization.  Some  of 
these  may  have  been  mentioned  elsewhere  in  this  report. 
Others  may  seem,  at  first  glance,  to  be  isolated  complaints, 
yet  when  put  together  they  help  to  paint  a  picture  of  the 
quality  of  library  service  provided  the  blind  and  physically 
handicapped  in  Massachusetts. 

•  Public  libraries  don't  know  enough  about  how  to 
use  the  Talking  Book  program  for  their  readers, 
nor  enough  about  how  they  can  help  to  make  the 
program  more  effective. 

•  Service  to  the  blind  and  physically  handicapped  is 
given  short  shrift  in  schools  of  library  science, 
so  that  well-trained  professional  staff  is  not  easy 
to  find. 

o  "Why  can  my  child  get  to  use  Talking  Books  at 

Crotched  Mountain  School,  but  not  here  at  home  in 
Massachusetts  ? " 

•  Walk-in  service  is  available  only  in  some  public 
libraries . 
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There  are  not  enough  Talking  Book  titles,  and 
new  titles  are  not  available  fast  enough;  the 
current  list  is  never  big  enough  soon  enough* 

There  are  not  enough  reference  materials  on 
tape  or  cassettes. 

Blind  people  don’t  realize  they  can  telephone 
their  public  library  to  ask  a  question,  any 
question. 

Often  the  only  personal  contact  a  physically 
handicapped  person  has  with  the  Talking  Book 
program  is  with  the  man  who  delivers  the  machine. 
Readers  can  only  order  from  current  lists  --  there 
is  no  good  subject  or  author  catalog  of  books 
available  to  users. 

Unless  you  live  in  the  Boston  area,  it  is  a  toll 
call  to  Perkins  and  to  the  Machine  Lending  Library. 
Readers  are  supposed  to  put  a  string  on  warped, 
scratched,  or  otherwise  damaged  materials,  but 
sometimes  they  don't  do  this  for  fear  they  might 
have  to  pay  for  the  damage.  Since  materials  may 
not  be  inspected  before  being  sent  out  again, 
damaged  material  may  go  out  to  frustrate  the  next 
reader. 

Some  readers  get  peanut  butter  all  over  the  records. 
(We  heard  this  more  than  once;  and  it's  always  peanut 
butter,  never  honey  or  jam!) 


Warner-Eddison  Associates,  Box  254,  Lexington,  Mass.  02173 


r 

' 


-46- 


•  The  mailman  is  wonderful;  he  always  leaves  my 
books  on  the  table  on  the  porch  where  I  can 
find  them., 

•  The  mail  service  is  a  real  problem.  Postmen 
have  been  seen  deliberately  leaving  materials 
for  the  blind  in  the  mailbox  when  picking  up 
the  mail. 

•  Mail  trucks  won't  make  a  special  run  for  packages 
that  they  aren't  paid  to  deliver. 

•  Shipping  is  a  real  problem  with  heavy  records. 
Flexidiscs  are  much  lighter. 

•  Flexidiscs  are  so  cheap  that  money  would  be  saved 
if  they  were  just  given  away. 

o  Cassettes  are  marvelous;  they're  light,  they're 
flexible,  they  are  easy  to  use. 

•  Cassettes  cause  many  problems.  There  are  many 
tape  spills,  and  a  blind  person  can't  see  that  a 
tape  is  spilling  until  quite  a  lot  of  damage  is  done. 

•  A  damaged  tape  puts  the  tape  recorder  out  of 
commission;  a  scratched  record  does  not  hurt  the 
record  player. 

•  Librarians  should  function  as  librarians,  not 
record  keepers. 

•  The  whole  program  is  based  on  housekeeping 
systems  that  made  sense  in  the  1930' s,  when  there 
were  fewer  readers,  and  labor  was  cheap.  Labor  is 
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more  expensive  now.  Computers  should  be  used 
as  much  as  possible  to  streamline  and  to 
improve  service. 

Virtually  everyone  consulted  in  the  preparation  of  this 
report  had  his  or  her  favorite  soapbox,  pet  peeve,  favored 
suggestion.  That  so  much  concern  is  felt  about  the  program 
shows  that  the  program  is  wanted,  it  is  needed,  and  that 
somehow  manners  must  be  devised  to  improve  the  efficiency  of 
service  to  the  blind  and  physically  handicapped. 
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PROPOSED  ORGANIZATION  :  by  1982 

The  provision  of  library  services  to  the  blind  and  physically 
handicapped  is  a  library  function,  just  as  it  is  for  all 
those  who  use  the  conventional  printed  word.  The  difference 
in  format  in  which  the  material  is  presented  does  not  dimi¬ 
nish  the  library  function,  it  only  increases  the  challenge 
to  the  library  profession.  Therefore,  the  Talking  Book 
program  in  Massachusetts  should  be  part  of  the  library 
world,  not  part  of  the  social  service  world. 

By  1982  the  state  library  agency,  which  may  or  may  not  be 
called  the  Bureau  of  Library  Extension  by  that  date,  should 
have  taken  over  the  complete  operation  of  the  Talking  Books 
program  for  the  Commonwealth.  All  of  the  activities  connec¬ 
ted  with  the  TB  program  will  be  consolidated  for  administra¬ 
tive  purposes  under  the  state  library  agency. 

The  state  library  agency  will  be  able  to  coordinate  all  pro¬ 
grams  with  all  public  libraries  throughout  the  state.  The 
state  library  agency  will  be  in  the  forefront  of  knowledge 
about  new  technology  in  the  information  field  which  may  be 
appropriate  for  the  Talking  Book  program.  The  state  library 
agency  is  already  designated  as  the  agency  through  which 
federal  library  funds  are  to  be  channelled.  The  state 
library  agency  will  be  working  in  its  own  professional 
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field  when  working  with  the  Library  of  Congress.  The  state 
library  agency  will  be  able  to  work  easily  with  the  DBPH 
Multi-State  Center  for  the  Northeast  so  that  new  materials 
can  be  produced  as  needed  or  found  wherever  needed.  The 
state  library  agency  can  provide  leadership  and  assistance 
and  funds  to  help  public  libraries  develop  increased  capac¬ 
ities  to  work  with  locally  resident  blind  or  physically 
handicapped  users. 

By  1982  we  envision  the  following: 

•  The  state  library  agency  acts  as  the  Regional  Library; 

e  The  Regional  Library  contains  the  book  materials, 

regardless  of  format,  and  the  necessary  machines; 

•  Already  established,  and  newly  strengthened,  net¬ 
works  of  public  libraries  in  the  three  regions  of 
the  state  are  used  by  the  Regional  Library  to 
distribute  the  talking  books  and  machines  to  the 
local  public  libraries; 

•  The  local -public  library  is  the  source  of  contact, 

in  person  or  by  telephone,  for  the  blind  or  physically 
handicapped  user  in  each  community; 

•  The  local  public  library  gets  to  know  the  user  and 
provides  any  reader  advisory  service  which  may  be 
needed; 
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The  Regional  Library  acts  as  the  distribution 
center  for  books  and  machines  and  also  as 
chief  recordkeeper ; 

All  reader,  book  circulation,  machine  distribu¬ 
tion,  collection  and  other  records  will  have  been 
computerized  and  will  be  available  on-line  at  the 
Regional  Library  and  at  any  subregional  libraries 
A  strong  volunteer  program  supports  all  of  the 
various  elements  of  the  Talking  Books  program  in 
all  parts  of  the  state  under  the  overall  umbrella 
of  the  state  library  agency  and  its  volunteer 
coordinator; 

The  union  catalog  of  talking  books  and  braille 
format  of  books  provides  accessiblity  to  books 
across  the  nation; 

The  book  collection  available  within  the  Regional 
Library  is  large,  having  been  carefully  added  to 
over  the  past  five  years; 

An  active  Public  Relations  Committee,  drawn  in 
large  part  from  the  Boston  advertising  and  public 
relations  communities,  prepares  materials  for  use 
in  all  media  so  that  the  friends  and  families  of 
the  individuals  eligible  for  the  service,  plus 
the  individuals  themselves,  all  know  that  the 


Warner-Eddison  Associates,  Box  254,  Lexington,  Mass.  02173 


.  :  iU  isv£  f  • 

- 


service  is  there  to  be  used.  Although  publicity 
material  may  be  prepared  centrally  and  used  in 
part  centrally,  some  of  it  will  also  be  distribu¬ 
ted  to  each  public  library  for  use  within  the 
community; 

•  Imaginative  staff,  professional,  paraprof essional , 
technical  and  support,  will  provide  excellent 
service  to  users  through  the  local  public  libraries. 

The  staff  required  for  such  a  program  can  only  be  sketched 
out  at  this  point,  because  a  good  deal  will  depend  on  how 
technology  develops  in  the  course  of  the  next  five  years. 

If  computerization  has  taken  place  as  recommended,  then 
fewer  clerk  level  positions  will  be  needed.  If  the  Machine 
Lending  Agency  is  in  the  same  building  with  the  Regional 
Library,  then  the  clerical  work  of  sending  notification  to 
the  Regional  Library  will  be  eliminated:  one  clerk  may 
just  put  the  information  directly  into  the  computer  system, 
thereby  creating  a  machine  record,  a  user  record,  and  a 
demand  for  books.  _If  distribution  can  be  added  to  the 
existing  regional  library  distribution  systems,  then 
perhaps  not  as  many  drivers  will  be  needed.  In  other 
words,  staffing  needs  will  change  as  the  program  becomes 
more  developed. 
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However,  at  a  bare  minimum,  the  regional  librarian  must 
be  a  senior  librarian  with  experience  in  large-scale 
administration,  in  volunteer  programs,  and  with  public 
library  networks.  The  regional  librarian  must  have 
other  professional  librarians  on  the  staff.  One  should 
have  had  experience  in  running  a  widespread  program  with 
lots  of outreach  service  and  many  network- shared  respon¬ 
sibilities.  Another  should  have  had  experience  in  tech¬ 
nical  services  so  that  locally-produced  material  can  be 
processed  and  shelved  and  added  appropriately  to  the  union 
catalog;  other  technical  experience  would  also  be  useful 
so  that  this  person  could  serve  as  the  administrator  of 
any  programs  which  produce  tapes  locally.  Most  readers 
advisory  services  will  be  carried  out  at  the  local  level, 
through  the  public  library,  so  that  fewer  readers  advisors 
will  be  necessary  on  the  staff  of  the  Regional  Library. 

The  entire  staff  will  be  picked  to  meet  the  program  needs 
of  that  moment,  taking  into  account  all  of  the  changes  which 
will  have  taken  place  in  the  way  the  service  is  provided. 

In  1982  more  and  better  service  will  be  given  to  a  larger 
number  of  people. 
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PROPOSED  ORGANIZATION:  In  the  Interim,  1978-1982 


With  the  goals  of  1982  in  mind,  the  Massachusetts  Commission 
for  the  Blind  will  be  pursuing  everything  found  under 
"PROPOSED  ORGANIZATION:  Right  Now"  in  the  section  which 
follows.  This  will  include: 

•  Preparing  for  and  carrying  out  the  consolidating 
move  to  new  quarters  which  will  bring  the  operation 
of  the  two  halves  of  the  Talking  Book  program  to¬ 
gether  under  the  same  roof; 

•  Planning  and  working  with  the  Bureau  of  Library 
Extension,  in  the  development  of  expanded  library 
services  to  the  blind  and  physically  handicapped; 

•  Working  through  the  Bureau  of  Library  Extension, 
involving  more  and  more  public  libraries  in  the 
program  by  exposing  them  to  its  resources; 

•  Offering  workshops  with  the  Bureau  of  Library 
Extension  which  might  prepare  staff  from  public 
libraries  to  give  good  reader  advisory  service 
using  the  various  catalogs  available  of  the 
Talking  Books  and  from  the  Regional  Library,  etc.; 

•  Using  the  public  libraries  which  have  already 
developed  active  programs  (such  as  the  ones  in 
Taunton,  Bourne,  Newton)  to  help  pland  and  run  the 
workshops; 
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•  Actively  supporting  and  working  for  the 
increased  strength  of  the  state  library 
agency,  the  Bureau  of  Library  Extension,  so 
that  it  will  be  ready  and  able  to  take  over 
the  entire  Talking  Book  Program  as  soon  as 

'  \  possible; 

•  Working  actively  with  other  agencies  which 
provide  services  to  the  blind  of  any  kind  and 
also  with  agencies  which  serve  those  whose 
physical  handicaps  might  make  them  unable  to 
use  the  conventional  printed  format; 

o  Using  these  agencies  to  find  as  many  possible 
would-be  users  as  can  be; 

•  Carrying  out  a  widespread  user  study; 

e  Putting  into  effect  the  computerization  of  record 
keeping. 

This  period  will  put  to  the  best  use  possible  all  of  the 
resources  which  can  be  brought  to  bear  on  the  subject  of 
giving  the  best  possible  library  service  to  the  blind  and 
physically  handicapped. 


I 
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PROPOSED  ORGANIZATION:  Right  Now  -  A  Plan  of  Action 

A  great  deal  will  begin  to  happen  within  the  next  six 
months : 

•  Plan  for  computerization  of  recordkeeping  for  both 
the  Regional  Library  and  the  Machine  Lending  Agency. 
Work  closely  with  the  Subregional  Library  in 
Worcester  to  see  what,  if  any,  of  their  software 
might  be  used  for  the  Regional  Library.  Get  in 
touch  with  J.  David  Ehlke  (Vice  President,  Neoterics, 
Inc. ,  Investment  Plaza,  Cleveland  OH  44114)  to  see 
about  using  the  software  they  developed  for  both 
the  Cleveland  and  New  Jersey  computerization  pro¬ 
grams.  Various  figures  have  been  quoted  for  compu¬ 
terization  of  this  kind;  for  example,  New  Jersey 
quotes  a  figure  of  $165,000  for  hardware,  software 
and  most  of  the  conversion.  The  cost  obviously 
would  vary  depending  on  the  availability  of  space 
on  a  computer  locally,  how  much  software  would  be 
needed,  etc.  Begin  talking  with  the  Bureau  of 
Library  Extension  to  see  if  a  grant  application 
could  be  amde  for  LSCA  funds  to  support  this 
project.  Now  is  the  time  to  take  advantage  of 
what  other  states  have  done  in  the  computer  field; 
now  not  all  of  the  developmental  costs  will  have 
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to  be  borne  locally.  Computer  consultants  from 
the  DBPH  will  be  available  to  advise  on  this  also. 

•  Arrange  to  use  the  Bureau  of  Library  Extension 
officially  as  consultants  to  assist  in  plans  for 
upgrading  the  service. 

•  Plan  for  a  study  aimed  at  uncovering  possible  new 

users  with  the  assistance  of  the  Bureau  of  Library 
Extension.  Perhaps  this  study  could  be  carried  out 
in  cooperation  with  other  agencies  or  departments 
(in  the  Commonwealth)  having  to  do  with  the 
physically  handicapped  or  concerned  with  human 
services.  Find  the  funds  to  cover  the  costs  of  a 
really  good  user  study  so  that  non-users  can  be 
found  and  so  that  known-users  can  be  polled  as  to 
what  unmet  needs  they  feel  they  have  in  the  informa¬ 
tion  area. 

•  Plan  for  a  move  which  will  bring  the  Regional 
Library  and  the  Machine  Lending  Agency  togetha:  in 

i 

one  building.  Build  a  committee  of  volunteers 
drawn  from  the  Boston  Chamber  of  Commerce,  the 
Greater  Boston  Real  Estate  Board,  the  various  major 
supermarket  chains,  etc.  Use  this  committee  to  help 
find  an  appropriate  empty  space  at  the  best  possible 
price.  Space  of  this  kind  is  going  for  from  $2-$5 
per  square  foot  right  now,  somewhat  less  if  space 
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is  rented  to  a  non-profit  agency.  Look  for 
an  empty  supermarket:  one  level;  easy  door 
opening  and  closing;  good  loading  dock  space; 
large  area  to  handle  stack  area  for  lots  of 
talking  books  and  braille  books,  plus  staff 
area,  user  browsing  and  listening  area,  etc.; 
near  public  transportation.  The  move  must  take 
place.  The  consolidation  must  happen.  Service 
will  only  be  able  to  jog  along,  serving  a  limited 
number,  if  the  current  arrangement  is  sustained. 

•  Work  out  sources  of  additional  funds  to  cover 
costs  of  move  and  to  cover  increased  operating 

costs .  Current  operating  costs  are  not  realistic; 
the  Perkins  School  has  not  been  charging  the  full 
costs  of  running  the  plant.  Should  Perkins  bill 
the  Commissioner  for  full  costs  of  the  service, 
the  operating  costs  would  increase  even  if  the  move 
did  not  take  place.  Discuss  with  Bureau  of  Library 
Extension,  and  with  other  appropriate  officials, 
sources  of  funding.  Presumably  some  could  come 
from  programs  for  the  physically  handicapped  if 
those  were  actually  going  to  be  well  served. 

•  Develop  a  public  relations  committee  to  increase 
awareness  of  the  Talking  Book  program.  Call  on 
the  Boston  advertising  and  public  relations 
community  for  help  in  that  area. 
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•  Begin  more  work  with  public  libraries.  Working 
with  the  Bureau  of  Library  Extension,  begin  to 
explain  the  program  to  an  ever- expanding  circle 
of  public  libraries,  aiming  toward  the  day  when 
the  public  libraries  will  be  in  direct  contact 
with  the  blind  and  physically  handicapped  in 
local  libraries. 

•  Develop  good  working  relationships  with  the  Sub¬ 
regional  Library  in  Worcester.  This  is  an  expand¬ 
ing  program  which  is  serving  more  and  more  of  the 
previously  unserved.  The  program  now  works  with 
some  800  users  and  it  is  hope  that  1,500  will  be 
reached  by  the  end  of  the  calendar  year.  A  newly- 
appointed  professional  staff  member  is  in  charge  of 
the  program  and  is  actively  finding  new  users.  The 
Subregional  is  using  the  network  approach  in  the 
Central  Region;  they  aim  to  enlist  the  cooperation 
of  as  many  of  the  70  libraries  in  the  region  as 
possible.  The  newly-computerized  recordkeeping 
system  is  in  the  process  of  being  put  into  action. 

o  Explore  whatever  possibilities  for  increased  service 

will  be  made  available  through  the  newly-named 

Multi-state  Center.  Volunteer  Services  for  the 
Blind  (919  Walnut  Street,  Philadelphia,  PA)  has 
just  been  awarded  a  contract  to  act  as  the  Center 
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for  the  Northeast  for  the  delivery  of  reading 
materials.  This  is  expected  to  be  operational 
by  the  end  of  the  summer. 

•  Gradually  increase  the  staff  both  in  numbers  and 

in  capabilities  so  that  the  staff  will  be  able  to 
function  within  the  new  systems  when  they  go  into 
operation.  Work  with  the  Bureau  of  Library 
Extension  and  the  School  of  Library  Science  at 
Simmons  College  in  designing  appropriate  staff 
positions.  The  Perkins  School  needs  its  own 
professional  librarian  and  the  Regional  Library 
needs  several  of  its  own. 

•  Develop  a  New  England  Regional  Library  group  to 
work  with  the  DBPH  technological  staff  to  resolve 

some  of  the  problems  with  the  new  tape  cassettes 

and  machines.  Every  single  library  with  which  we 
spoke  in  every  single  state  complained  about  prob¬ 
lems  with  the  tape.  The  librarian  must  formally 
notify  the  DBPH  of  these  problems,  of  the  problems 
that  the  users  have,  so  that  remedial  action  can  be 
taken  before  it  is  too  late. 

•  Explore  with  the  DBPH  technical  staff  the  possibility 

of  having  a  rheostat  on  each  machine  so  that  the 
machines  will  work  better  for  the  increasingly  elderly 
user  group,  both  in  terms  of  controlling  volume  and 
speed,  perchance. 
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•  Arrange  for  an  incoming -WATS  line,  gradually 

expanding  the  service  to  an  outgoing  one  as. well. 
Publicize  this  as  much  as  possible  so  that  users 
will  feel  that  ithey  can  now  get  in  touch  with  the 
Regional  Library  directly  without  having  to  pay 
toll  charges.  The  same  would  apply  to  the  public 
libraries  who  will  be  increasingly  calling  the 
Regional  Library.  Work  with  the  Bureau  of  Library 
Extension  to  learn  what  their  experience  has  been 
with  incoming-WATS  line  for  public  library  use. 
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CONCLUDING  NOTE 

The  proposed  organizational  and  administrative  changes 
suggested  by  this  report  can  help  to  put  Massachusetts 
in  the  forefront  of  those  providing  library  services  to 
the  blind  and  physically  handicapped.  Massachusetts  is 
currently  not  in  that  position  which  is  graphically 
demonstrated  in  the  charts  and  bar  graphs  included  herein. 
However,  even  if  new  space  is  found,  if  unification  of  the 
two  parts  takes  place,  and  if  computerization  of  record¬ 
keeping  is  put  into  effect  —  even  if  all  of  this  becomes 
reality  --  execllent  service  will  not  be  possible  without 
extraordinary  cooperation  among  all  of  the  public  and  private 
agencies  concerned.  With  that  cooperation  and  support, 
Massachusetts  can  take  the  lead. 
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GUIDELINES  FOR  REGIONAL  LIBRARIES 


1.  Introduction 

1.1  Legal  Base 

The  Division  for  the  Blind  and  Physically  Handicapped 
of  the  Library  of  Congress,  operating  under  Public  Law  89-522, 
has  specific  responsibility  for  the  provision  of  books  published 
either  in  raised  characters,  on  sound-reproduction  recordings  or 
in  any  other  form,  as  well  as  for  the  purchase,  maintenance,  and 
replacement  of  reproducers  for  such  sound-reproduction  recordings 
for  the  use  of  the  blind  and  for  other  physically  handicapped 
residents  of  the  United  States,  including  the  several  States, 
territories,  insular  possessions,  and  the  District  of  Columbia. 

In  the  provision  of  such  services,  the  Librarian  of  Congress  may 
contract  or  otherwise  arrange  with  such  public  or  other  nonprofit 
libraries,  agencies,  or  organizations  as  he  may  deem  appropriate. 

1.2  General  Philosophy 

Reading  occupies  a  significant  place  in  our  lives 
today.  Reading  for  educational,  vocational,  informational,  and 
recreational  purposes  begins  in  the  early  years  of  life,  when  a 
parent  reads  to  his  child,  and  continues  through  the  senior 
citizen  years.  In  a  complex,  rapidly  changing  environment,  cur 
understanding  of  the  present,  its  relationship  to  the  past,  and 
what  the  future  may  hold,  can  be  enriched  through  the  use  of  books, 
magazines,  and  a  variety  of  other  information  and  media  resources. 
The  principal  organization  committed  to  the  acquisition,  arrange¬ 
ment,  and  dissemination  of  this  material  and  information  is  the 
public  library. 

The  needs  of  the  blind  and  handicapped  reader  are  no 
different  from  those  of  other  citizens.  Differences  may  exist  in 
the  kinds  of  media  and  in  the  methods  used  for  dissemination,  but 
the  range  of  subjects  covered  and  the  uses  to  which  the  material 
is  put  are  the  same. 

It  is  upon  this  premise  that  services  for  the  blind  and 
handicapped  were  established  and  have  developed  over  the  years. 
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1 . 3  Historical  Background  and  Evaluation  of  the  Program 

Early  programs,  provided  mostly  by  the  public  libraries 
of  major  cities,  were  limited  to  the  blind,  and  consisted  almost 
exclusively  of  small  collections  of  books  in  various  embossed 
forms,  including  New  York  Point,  Moon,  and  braille. 

It  was  not  until  1931,  with  the  passage  of  the  Pratt- 
Smoot  Bill,  that  a  nationwide  program,  coordinated  by  the 
Library  of  Congress,  came  into  existence.  Originally  limited  to 
the  adult  blind,  eligibility  was  broadened  in  1952  to  include 
blind  children,  and  again  in  1966  to  include  the  physically 
handicapped  who  were  unable  to  use  the  conventional  book.  The 
variety  of  the  media  utilized  likewise  expanded  as  the  program 
evolved.  Starting  with  braille,  the  program  soon  added  discs, 
followed  by  tape — first  open  reel,  then  cassette.  A  small  number 
of  titles  in  other  forms  such  as  jumbo  braille,  PRINT /BRAILLE, 
and  book/record  combinations  were  included. 

The  concept  of  a  decentralized  service  pattern  was 
incorporated  in  the  original  law  when  it  was  realized  that 
service  to  the  entire  country  from  one  central  source,  namely  the 
Library  of  Congress  in  Washington,  D.C. ,  would  not  be  desirable. 

To  shorten  the  distance  between  library  and  patron,  authorization 
was  included  in  the  legislation  for  the  Library  of  Congress  to 
arrange  with  regional  centers  to  serve  specific  geographic  areas. 
Initially,  18  regional  libraries  were  designated,  and  the  pattern 
proved  so  successful  that,  by  1976,  their  number  had  risen  to  56. 
The  designation  of  subregional  libraries,  serving  a  city,  county, 
or  other  subsection  of  the  regional  library's  jurisdiction,  has 
brought  service  nearer  the  doorstep  of  local  users. 

As  the  network  continues  to  grow  and  readership 
increases,  demand  for  backup  service  to  the  regional  libraries  is 
expanding,  and  the  nature  of  the  services  demanded  is  growing,  more 
complex.  To  increase  the  efficiency  of  backup  services  formerly 
provided  by  the  division,  intermediate  points — the  multistate 
centers — have  been  established  to  serve  specific  regions. 

1.4  Objective  of  the  Guidelines 

The  objective  of  this  document  is  to  provide  a  guide 
for  the  planning,  implementation,  and  evaluation  of  library 
services  to  the  blind  and  physically  handicapped.  The  diversity 
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of  network  participants  in  size,  structure,  and  administrative 
setting  would  make  a  document  emphasizing  quantitative  factors 
and  extensive  detail  of  a  "how-to1'  nature  impractical  and  often 
totally  misleading.  It  is  expected  that  the  administrator, 
knowing  the  unique  requirements  of  his  service  area,  will  develop 
with  the  assistance  of  DBPH  consultants  the  most  appropriate 
measures  to  meet  the  needs  of  his  patrons. 

1 . 5  Need 


Library  services  to  the  blind  and  physically  handicapped 
have  been  provided  through  the  Library  of  Congress  since  1931. 

During  this  period,  the  nature,  scope,  and  audience  for  services 
provided  has  increased  substantially,  as  has  the  network  of 
libraries  providing  the  service.  The  unique  structure  of  this 
network,  whereby  the  division  provides  such  services  as  material, 
equipment,  support,  backup,  consultation,  publications,  and  re¬ 
search  and  development  efforts,  while  direct  services  to  readers, 
supplemental  programs,  staff,  quarters,  and  other  support  are 
provided  and  budgeted  for  on  the  local  level,  makes  a  document 
which  can  aid  in  providing  a  quality  service  imperative.  While 
this  document  is  not  contractual  in  nature,  and  hence  point-by¬ 
point  enforcement  not  envisioned,  the  overall  programs  and 
reconmendations  discussed  herein  are  thought  to  be  essential  for 
immediate,  short  range,  or  long  range  implementation. 

A  portion  of  the  material  in  this  document  is  found 
spelled  out  in  greater  detail  in  the  division's  Manual  for 
Regional  Librarians,  which  is  designed  to  provide  the  procedures 
and  information  essential  in  the  performance  of  day-to-day 
operations. 

1.6  Audience 

These  guidelines  are  written  primarily  for  the  use  of 
regional  librarians  in  assessing  their  current  program  in  relation 
to  division  expectations,  and  identifying  areas  appropriate  for 
short  or  long  range  implementation.  They  will  also  prove  useful 
to  those  working  in  areas  related  to  this  program  for  information, 
guidance,  and  planning  purposes. 

1.7  Methodology 

The  original  draft  of  this  document  was  prepared  by  division 
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staff  after  extensive  discussions  and  a  survey  of  existing 
literature.  It  was  then  circulated  to  the  network  of  regional 
and  subregional  libraries,  machine-lending  agencies,  state 
libraries,  and  related  organizations  where  appropriate.  The 
comments  received  were  incorporated  into  the  second  draft,  which 
was  presented  and  discussed  at  the  National  Conference  of 
Librarians  for  the  Blind  and  Physically  Handicapped  in  May  1976. 
Suggestions  presented  at  this  meeting  were  incorporated  into  the 
third  and  final  draft,  which  was  then  forwarded  to  individual 
users  and  user  groups  for  their  review  and  input. 

The  final  document  therefore  reflects  information 
obtained  from  the  existing  literature,  division  staff,  the 
network,  and  the  user  community. 

1.8  Terminology 

1.8.1  Braille  Book  Review  (BBR) 

A  bimonthly  publication  of  DBPH  giving 
information  on  the  braille  and  general 
program  of  the  division  and  providing  an 
annotated  bibliography  of  mass-produced 
braille  titles  released  during  that  two- 
month  period. 

1.8.2  Calendar  Circulating  System 

A  method  of  circulation  whereby  material 
is  sent  out  to  readers  at  certain 
specified  times — i.e.,  once  a  week,  twice 
a  month,  etc. 

1.8.3  Deposit  Collection 

i 

A  collection  of  material  and  the  equip¬ 
ment  upon  which  to  play  it,  which  is 
furnished  by  a  regional  library  to  an 
institution  having  a  large  number  of 
eligible  users,  such  as  nursing  homes, 
convalescent  centers,  or  hospitals. 
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1.8.4  In-WATS  Telephone  Service 

A  designated  800  telephone  number  assigned 
to  the  library  which  permits  an  individual 
to  call  at  no  cost  to  him. 

1.8.5  Limited  Production  Material 

Items  produced  or  procured  by  the  division 
in  braille,  disc,  or  tape  in  a  small 
number  of  copies  and  made  available  to  the 
network  through  interlibrary  loan. 

1.8.6  Machine-Lending  Agency 

An  organization  which  is  designated  by  the 
division  to  receive,  issue,  and  control 
the  inventory  of  specially  designed  record 
players,  cassette  machines,  and  accessories 
essential  in  the  provision  of  service. 

These  agencies  may  be  one  with  the  regional 
library  or  may  be  separate. 

1.8.7  Mass-Produced  Material 

Those  items  selected  by  the  division  to 
be  transcribed  into  braille,  cassette,  or 
disc,  and  duplicated  in  sufficient 
quantity  to  be  distributed  to  all,  or  the 
great  majority  of,  network  libraries. 

1.8.8  Multistate  Center 

An  agency  operating  under  a  contractual 
agreement  with  the  division  to  provide 
backup  and  coordinating  services  with  the 
libraries  in  an  assigned  portion  of  the 
country. 

1.8.9  Network 

The  agencies  cooperating  in  the  provi¬ 
sion  of  library  services  to  the  blind 
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and  physically  handicapped  throughout 
the  country.  Included  are  regional  and 
subregional  libraries,  machine-lending 
agencies,  and  multistate  centers. 

Regional  Librarian 

The  administrative  head  of  a  regional 
library. 

1.8.11 

Regional  Library 

A  library  designated  by  the  division  to 
provide  library  services  to  the  residents 
of  a  specific  geographic  area,  most  often 
a  state. 

1.8.12 

Subregional  Library 

A  library  designated  by  a  regional  library, 
with  the  approval  of  the  division,  to 
provide  service  to  the  residents  of  a 
specified  area  of  the  regional's  total 
jurisdiction. 

1.8.13 

Talking  Book  Topics  (TBT) 

A  bimonthly  publication  of  DBPH  giving 
information  on  the  general  and  recorded 
program  of  the  division  and  providing  an 
annotated  listing  of  mass-produced  disc 
and  cassette  titles  released  during  that 
two-month  period. 

1.8.14 

Thermoform 

A  heat-vacuum  procedure  for  duplicating 
pages  of  braille. 

1.8.15 

"Turnaround “  Circulation  System 

A  method  of  circulation  whereby  a  book  is 
sent  out  when  another  item  is  returned. 

Division  for  the  Blind  and  Physically  Handicapped,  Library  of  Congress 


_ 


REGIONAL  LIBRARY  MANUAL 


III.  C.,  p.  8 

2.  GUIDELINES  FOR  REGIONAL  LIBRARIES  FOR  THE  THE  BLIND 

AND  PHYSICALLY  HANDICAPPED 

2.1  Structure  and  Planning 

2.1.1  Administrative  Setting 

The  regional  library  should  be  in  an 
agency  responsive  to  the  needs  of 
blind  and  physically  handicapped 
library  users.  The  agency  housing 
the  library  should  be  familiar  with 
general  library  programs  and  services 
and  tie  in  to  these  as  appropriate. 

2.1.2  Advisory  Committee 

Guidance  and  input  from  consumer 
groups,  reader  groups,  and  related 
agencies,  as  well  as  from  individual 
users,  is  essential.  An  advisory 
committee  composed  of  a  representative 
group  of  users  and  members  of  related 
organizations  should  be  established 
and  used  actively  in  the  formulation 
of  policy  and  planning.  Regular 
meetings  are  necessary. 

2.1.3  Goals  and  Objectives 

The  regional  library  must  establish 
goals  and  objectives  to  be  used  in 
formulating  a  long-range  plan.  This 
plan  should  incorporate  information 
from  the  Library  of  Congress,  current 
trends  in  the  field,  and  related  state 
programs.  Annual  review  is  essential: 
progress  toward  achieving  the  goals 
should  be  judged,  and  the  plan  reeval¬ 
uated  and  revised  in  the  light  of  new 
and  updated  information. 
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2.2  Services 

2.2.1  The  Community 

As  is  true  with  other  library  services, 
an  effective  program  for  the  blind  and 
handicapped  is  one  that  is  geared  to 
the  needs  and  activities  of  the 
community  and  its  members. 

A.  A  survey  should  be  made  in  the 
community  of  current  users  and  eligible 
nonusers.  One  study  would  be  aimed  at 
evaluating  effectiveness  of  service  in 
meeting  current  user  needs;  another,  to 
determining  what  service  might  be  insti¬ 
tuted  to  make  the  program  relevant. 

B.  Many  community  organizations  perform 
functions  which  parallel  the  regional 
library  program:  they  administer  pro¬ 
grams  of  a  similar  nature  (reading),  or 
involve  the  same  individual  (special 
schools,  nursing  homes  and  hospitals). 

In  order  to  refer  coordinated  activities 
to  the  appropriate  agency  for  the 
services  needed,  the  regional  library 
should  be  thoroughly  familiar  with  these 
organizations. 

C.  Staff  of  the  regional  library  should 
maintain  liaison  with  and,  where  appro¬ 
priate,  become  active  members  or  officers 
of  community  organizations. 

D.  Most  communities  offer  services 
through  public,  university,  special,  and 
school  libraries.  The  regional  librarian 
must  be  thoroughly  familiar  with  these 
libraries  in  order  to  refer  patrons  to  the 
library  that  is  best  able  to  meet  their 
particular  needs. 
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E.  The  regional  librarian  should  take 
whatever  steps  are  necessary  to  assure 
that  in  addition  to  knowing  other 
library  resources  in  the  area,  that 
these  other  organizations  are  fully 
cognizant  of  the  program  and  offerings 
of  the  regional  library. 

2.2.2  Circulation 


Whatever  specific  circulation  system 
is  employed,  it  must  be  capabale  of 
responding  in  a  timely  manner  to  the 
needs  of  the  user  and  exhausting  all 
possible  sources  for  the  material 
required. 

A.  Circulation  procedures  should 
provide  for: 

a.  Specific  materials  to  be  sent  only 
when  requested  by  the  reader,  in  cases 
where  such  an  arrangement  has  been 
specifically  requested,  and/or 

b.  Staff  selections  to  be  made  and 
sent  as  need  dictates  either  through 
a  "turnaround''  or  "calendar  system." 

B.  Interlibrary  Loan 

a.  Requests  from  subregional  libraries 
in  the  area  should  receive  a  timely 
and  appropriate  response. 

b.  Appropriate  steps  should  be  taken 
to  obtain  items  requested  by  a  patron. 
These  steps  include: 

1)  Canvassing  the  subregional  library 
network  to  ascertain  whether  an  avail¬ 
able  copy  exists  within  the  state. 
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2)  Establishing  a  formal  reserve 
system  to  assure  that  the  patron  will 
receive  the  item  as  soon  as  it  becomes 
available. 

* 

3)  Forwarding  requests  to  the  appro¬ 
priate  backup  library  for  the 
regional — i.e.,  a  multistate  center 
or  DBPH. 

2.2.3  Reference 

A.  The  regional  librarian  should  know 
the  library  facilities  in  the  area  and 
be  able  to  refer  patrons  to  the 
appropriate  library  for  answers  to 
general  questions. 

B.  An  in-depth  print  reference  collection 
concentrating  on  the  areas  of  blindness 
and  physical  handicaps  should  be 
developed.  The  depth  and  scope  of  this 
collection  will  be  dependent  upon  whether 
the  regional  library  is  part  of  a  larger 
unit  where  the  collection  is  shared,  or 
whether  the  regional  library  will  be 
required  to  develop  its  own  independent 
collection.  This  reference  collection 
should  provide: 

1)  Information  and  material  as  needed 
by  the  blind  and  physically  handicapped 
of  the  service  area,  as  well  as  agency 
personnel  and  educators. 

2)  Support  for  the  subregional  library 
system  of  the  area. 

3)  Referral  to  DBPH  of  inquiries 
unanswered  at  the  regional  library  level. 

2.2.4  Readers  Advisory  Service 

Since  the  program  is  basically  a 
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reading  program,  the  regional  librarian 
must  develop  methods  for  assuring  that 
effective  service  is  provided  for  patrons. 

A.  The  regional  library  should  help 
patrons  to  obtain  the  material  they 
desire  by  preparing  and  distributing 
annotated  bibliographies  in  the  format 
required. 

B.  Locally  produced  material  recently 
acquired  or  related  to  specific  sub¬ 
jects  should  be  announced  in  regional 
library  newsletters  and  other  releases, 
and  distributed  to  all  registered 
borrowers. 

C.  Close  cooperation  and  coordination 
with  the  subregional,  institutional, 
and  public  libraries  of  the  area  is 
essential.  The  regional  librarian  should 
assist  in  providing  advisory  service  for 
readers  through  such  programs  as  book 
talks  and  discussion  groups,  lectures, 
story  hours,  special  subject  programs, 
and  reading  improvement  programs. 

D.  Catalogs  of  holdings  in  other  major 
agencies  such  as  Recording  for  the  Blind, 
American  Printing  House  for  the  Blind, 
and  Jewish  Braille  Institute  of  America, 
should  be  maintained  at  the  library  and 
checked  for  the  existence  of  an  item 
prior  to  forwarding  the  request  to  DBPH. 

2.2.5  Public  Education  Program 


Providing  a  facility,  collection,  and 
staff  for  the  program  is  not  sufficient. 
The  library  must  actively  participate  in 
public  education  activities  to  ensure 
maximum  exposure.  The  development  of 
professionally  designed  and  produced 
brochures  and  media  presentations  will 
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prove  invaluable  in  pursuing  the  goal  of 
reaching  three  basic  groups — eligible 
borrowers,  professional  groups  and 
organizations,  and  friends  and  relatives 
of  eligible  users.  Personal  visits 
by  regional  or  subregional  staff  to 
members  of  these  three  groups  should 
be  encouraged. 

A.  The  regional  librarian  must  identify 
groups  and  organizations  to  which  he  can 
speak  in  his  geographic  area  (e.g., 
professional  library  organizations, 
friends  of  the  library  groups,  volunteers 
and  professionals  working  in  hospital  and 
institutional  settings,  schools  and 
universities,  Governor’s  and  Community 
Committees  on  Employment  of  the  Handicapped, 

State  Rehabilitation  Associations,  and 
organizations  made  up  of  handicapped  people.) 

B.  The  regional  library  should  avail 
itself  of  all  opportunities  for  publicizing 
the  program  through  the  media.  Articles 
on  the  program  in  newspapers,  human 
interest  stories,  radio  and  television 
interviews,  and  public  service  spots  are 
only  a  few  ways  of  gaining  publicity. 

C.  Exhibits  and  displays  should  be  set 
up,  where  possible,  at  meetings  and 
conferences.  Demonstration  collections 
in  public  libraries,  schools,  or  other 
appropriate  institutions  are  encouraged. 

f 

D.  The  library  should  maintain  active 
liaison  with  appropriate  related  insti¬ 
tutions,  including  nursing  homes,  organi¬ 
zations  for  blind  and  handicapped, 
hospitals,  and  educational  groups. 

2.2.6  Lowering  Service  Barriers 

The  regional  librarian  must  continually 

i 
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strive  to  ensure  that  the  individual 
patron  is  getting  the  type  of  service  he 
requires.  Personalization  of  the  program 
and  dedication  to  library  service  for  the 
blind  and  physically  handicapped  are 
essential  in  achieving  this  goal. 

A.  The  regional  library  should  design, 
develop,  and  produce  applications  for 
service  geared  to  local  needs.  All 
such  applications  must  receive  approval 
from  the  division  prior  to  use.  Where 
appropriate,  standard  forms  should  be 
developed . 

B.  Through  close  cooperation  with  the 
local  libraries  in  the  area,  and 
education  of  the  staff  of  the  local 
units  regarding  the  services  they 
could  and  should  supply,  patrons  should 
be  encouraged  to  use  their  local 
facilities  wherever  possible  for  services 
which  are  as  appropriate  to  them  as  they 
are  to  the  non-handicapped. 

C.  Close  and  frequent  contact  with  the 
library's  patrons  is  essential  in 
assuring  effective  library  services. 

1)  The  regional  library  must 
be  able  to  communicate  with  its 
patrons,  as  required,  contacting 
them  when  problems  arise  and 
making  regular  checks  to  assure 
patron  satisfaction  with  the 
program. 

2)  The  reader  must  be  able  to 
contact  the  regional  library  by 
telephone  when  he  so  desires. 

This  should  be  at  no  charge  to 
the  reader,  either  through  the 
use  of  In- WATS  or  unlimited 
acceptance  of  collect  calls. 
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3)  The  regional  library  must  be 
able  to  communicate  with  patrons 
in  the  most  appropriate  medium 
for  that  individual.  In  the 
case  of  braille,  this  may  be 
accomplished  by  having  a  certi¬ 
fied  braill ist,  by  coordinating 
with  an  agency  staffed  with 
braillists,  or  by  using  volunteers. 

4)  The  regional  library  should 
budget  for  and  allocate  time  to 
visiting  individuals  and  institu¬ 
tions  to  assure  that  problems  are 
handled  expeditiously  and  that 
everyone  concerned  has  a  clear 
idea  of  the  service  program. 

2.2.7  Registration  and  Recordkeeping 

Registration  of  readers  should  be  carried  out 
as  rapidly  and  efficiently  as  possible.  In 
all  cases,  a  response  should  be  given  within 
three  working  days.  The  reader's  impression 
of  the  service  will  be  formed  during  this 
initial  service  phase. 

A.  Applications  should  be  reviewed 
immediately  upon  receipt  to  ascertain 
eligibility.  If  further  information 
is  required,  it  should  be  obtained  by 
contacting  the  individual  or  the  cer¬ 
tifying  authority.  If  a  question  of 
eligibility  arises  that  cannot  be 
resolved  at  the  regional  level,  the 
matter  should  immediately  be  referred 
to  the  division,  which  has  the  final 
responsibility  for  determining 
eligibility. 

B.  Upon  receipt  of  an  approved 
application,  a  reader's  record  shall 
be  prepared.  Included  will  be  a 
reader's  profile  sheet  listing  as  much 
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pertinent  information  about  the 
patron  as  can  reasonably  and  legally 
be  obtained  and  a  sheet  with  numbers 
corresponding  to  the  book  numbers 
(RD,  RC,  BR,  etc.)  or  other  appropriate 
form  on  which  a  record  of  books  de¬ 
livered  can  be  marked.  This  is 
essential  if  duplication  of  titles  is 
to  be  avoided.  The  record  should  be 
assigned  to  a  specific  reader  advisor. 
Subscriptions  to  Talking  Book  Topics 
and  Braille  Book  Review  will  be  entered 
where  appropriate. 

C.  Appropriate  equipment  should  be 
issued,  and  the  necessary  forms  completed 
and  forwarded  following  established 
procedures.  Whenever  possible,  the 
machine  should  be  hand  delivered  and 
demonstrated  in  the  reader's  home. 
Simultaneously,  a  detailed  explanation 
of  the  program  should  be  given.  Where 
personal  delivery  is  not  possible,  each 
new  patron  should  receive  a  telephone 
call  covering  the  above  information. 

D.  The  new  reader  should  be  sent  a 
package  of  materials  containing  the 
latest  catalogs,  issues  of  TBT  and  BBR, 
as  necessary,  a  welcoming  letter  giving 
pertinent  information,  and,  if  additional 
information  is  needed,  a  reader  profile 
questionnaire.  A  member  of  the  regional 
library  or,  where  appropriate,  the  sub¬ 
regional  library  staff  should  call  the 
newly  registered  patron,  welcome  him  to 
the  program,  and  explain  it  and  answer 
his  questions. 

E.  Several  items  in  the  medium  requested 
should  be  sent  immediately.  If  the 
patron  has  sent  a  request  list  with  the 
application,  specific  title  requests 
should  be  honored.  If  not,  the  reader's 
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advisor  should  use  his  discretion, 
realizing  the  needs  of  each  reader  as 
an  individual  and  taking  into  account 
the  information  already  available. 

F.  The  system  must  be  designed  to 
assure  that  changes  of  address  and 
transfers  are  processed  promptly. 

When  an  individual  is  moving  to  another 
service  area,  the  proper  LC  forms  should 
be  used . 

G.  When  equipment  is  exchanged,  care 
must  be  taken  to  minimize  inconvenience 
to  the  patron,  and  to  observe  DBPH 
guidelines  for  repair  and  exchange. 

2.2.8  Statistics  and  Data-Ga the ring 

Statistics  can  provide  the  data  essen¬ 
tial  in  the  formulation  of  a  broad 
range  of  program-planning  and  implemen¬ 
tation  decisions  for  both  the  state  and 
the  national  systems.  Statistics  should 
be  gathered  with  a  clear  purpose  and 
objective  in  mind.  The  regional  library 
must  be  thoroughly  familiar  with  the 
statistics  required  by  the  various 
organizations  involved,  including  DBPH, 
the  library's  administration  (parent 
organization),  and  the  library  itself. 

Accuracy  and  consistency  are  essential  in 
gathering  and  canpiling  the  statistics  to 
be  reported  to  DBPH  in  accordance  with 
deadlines  set. 

2.2.9  Volunteers 


The  role  of  the  volunteer  in  services  to 
the  blind  and  handicapped  is  critical,  and 
the  possibilities  are  vast.  Because  of 
their  direct  contact  with  patrons,  careful 
selection  and  training  are  vital. 
Volunteers  can  be  utilized  for  the 
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following  activities: 

A.  Brailling  and  taping.  This  area 
has  been  heavily  tapped  at  the  regional 
and  national  levels.  Thanks  to  the 
volunteers,  the  number  of  titles  avail¬ 
able  is  far  greater  than  it  would  be  if 
limited  to  mass-produced  items.  Many 
libraries  have  used  volunteers  to  develop 
their  collections  of  materials  of  local 
and  regional  interest.  Essential,  too, 
is  the  utilization  of,  or  at  least  the 
identification  of,  volunteers  to  meet 
the  individual  needs  of  library  patrons, 
such  as  reading  an  article  in  a  periodical 
for  the  general  reader  to  transcribing  an 
entire  text  for  a  student  or  professional. 

B.  In-house  activities.  This  may  include 
reading  assistance  to  blind  and  visually 
handicapped  staff  members,  performance  of 
clerical  tasks,  maintenance  and  repair  of 
equipment,  tape  duplication,  and  telephone 
contact  with  readers. 

C.  Outreach  and  community  service.  The 
possibilities  in  these  areas  are  limited 
only  by  the  creativity  and  imagination  of 
the  librarian  and  the  volunteer.  Several 
possibilities  are:  delivery  of  materials 
to  individuals,  allotting  time  to  talk  with 
the  patron  about  books  he  has  read,  his 
reading  taste  and  desire;  implementing 
programs  for  groups,  either  at  a  library  or 
in  an  institution;  forming  book  discussion 
groups;  and  offering  patrons  transportation 
to  and  from  the  library. 

2.3  Materials 

Among  the  basic  commodities  with  which  the  library  deals 
are  books  and  periodicals.  Whether  in  print  or  in  another  medium, 
the  library  must  select,  arrange,  and  disseminate  the  material  or 
the  information  contained  therein. 
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Hie  recorded  media  in  which  DBPH  produces  a  large  portion 
of  titles  are  such  that  the  proper  equipment  must  be  issued  and 
maintained  if  their  message  is  to  reach  the  patron.  Without  the 
talking-book  or  cassette  machine,  there  is  no  book. 


2.3.1  Collection 

In  developing  the  collection,  care  must  be 
taken  to  provide  a  collection  adequate  to 
meet  the  needs  of  the  library's  readership. 
It  is  imperative  that  written  collection 
development  plans  be  developed  with  this 
goal  in  mind.  Material  is  acquired  through 
a  number  of  different  sources. 

A.  From  DBPH.  This  includes  the  basic 
mass-produced  collection  in  recorded  form 
and  braille.  In  addition,  copies  of  limited 
production  items  may  be  requested  from  DBPH 
and  multistate  centers  and  added  to  the 
regional's  collection. 

B.  Volunteers  should  be  utilized  to  record 
and  braille  material,  both  as  requested  by 
patrons  and  as  needed  in  the  development  of 
a  collection  of  local  or  regional  interest. 
For  all  such  material,  copyright  clearance 
must  be  obtained.  Requests  should  be  sent 
to  the  division  for  clearance,  except  in  the 
case  of  textbooks  or  material  to  be  done  on 
a  one-to-one  basis. 

C.  Commercially  produced  materials  should 
be  purchased  as  needed  to  augment  the 
library's  collection.  It  is  the  division's 
general  policy  not  to  make  such  materials' 
part  of  its  program. 

D.  Materials  produced  by  related  organi¬ 
zations  and  deemed  appropriate  for  the 
regional  library's  collection  should  be 
acquired. 
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E.  Donations  from  a  variety  of  sources 
should  be  considered  and  accepted  if  they 
meet  the  standards  for  quality  and  are 
consistent  with  the  criteria  in  the  local 
collection  development  plan. 

2.3.2  Organization 

Library  materials  should  be  so  organized 
and  controlled  that  their  effective  use 
is  enhanced.  The  system  of  organization 
should  be  designed  with  an  eye  to  the  type 
of  service  required  and  considerations  of 
orderly  location,  ease  of  access,  and  the 
nature,  use,  and  permanence  of  the 
material.  In  closed  stack  areas  where 
browsing  is  not  possible,  a  numerical 
arrangement  by  acquisition  number  may  be 
desirable  to  save  space  and  expedite 
retrieval.  Where  browsing  is  permitted, 
arrangement  by  subject  or  Dewey  number  is 
encouraged,  and  all  material  should  be 
labeled  in  braille  to  permit  independent 
browsing  by  the  blind. 

2.3.3  Weeding 

Weeding  is  as  essential  in  the  regional 
library  as  it  is  in  any  other  library 
setting.  Little  used,  outdated,  or 
damaged  items  should  be  disposed  of, 
following  the  excess  and  redistribution 
procedures  established  by  DBPH. 

2.3.4  Equipment 

With  a  view  to  providing  total  service, 
the  regional  library  should  function  as 
a  machine-lending  agency,  coordinating 
services  for  the  reader  and  minimizing 
the  confusion  that  might  arise  from  the 
user's  having  to  deal  with  different 
agencies  for  different  services. 
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A.  A  sufficient  stock  of  equipment 
should  be  maintained  to  keep  pace  with 
reader  demand. 

B.  All  provisions  of  the  "Lending  Agency 
Service  Agreement  for  Sound  Reproducers 
and  Other  Reading  Equipment"  must  be 
adhered  to. 

C.  Where  a  network  of  subregional 
libraries  exists  within  the  state,  sub¬ 
lending  agencies  should  be  established. 

This  type  of  network  offers  much  more 
personalized  attention  at  the  level  where 
the  initial  contact  is  made. 

2.4  Personnel 

The  number  and  levels  of  staff  at  the  regional  library 
should  be  adequate  to  maintain  a  consistently  efficient  level  of 
service,  to  develop  and  extend  services,  and  to  answer  service- 
related  reader  queries. 

The  staff  chosen  must  satisfy  the  requirements  of  their 
position  in  terms  of  training  and  personality.  Progressive 
personnel  practices  must  be  pursued,  with  all  appointments  and 
promotions  being  based  on  an  evaluation  of  individual  capabilities 
without  regard  to  sex,  race,  national  origin,  political  association, 
religious  beliefs,  marital  status,  sexual  preference,  or  handicapping 
condition. 

2.4.1  Personnel  Policies  and  Procedures 

These  should  be  so  defined  as  to  provide 
proper  channels  of  communication  within 
the  library. 

A.  Two-way  communication  between  the 
administration  and  staff  member  must  be 
maintained. 

B.  Personnel  policies  and  practices 

must  be  put  in  writing  and  circulated  among 
all  staff  members.  They  should  be 
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periodically  reviewed. 

C.  Supervisors  should  be  trained  in  the 
effective  implementation  of  personnel 
policies,  with  particular  emphasis  on 
consistency. 

2.4.2  Position  Classification 

For  each  position  in  the  regional  library, 
a  position  description  should  be  developed 
and  shared  with  the  staff  member  concerned; 
it  is  imperative  that  he  have  a  clear 
understanding  of  what  is  expected  of  him. 
For  the  regional  library  as  a  whole,  an 
organizational  chart  showing  the  functions 
of  each  unit  and  its  place  in  the  organi¬ 
zation  should  be  prepared. 

2.4.3  Levels 


A.  The  head  of  the  regional  library  should 
be  a  professional  librarian,  supported  by 
as  many  assistant  professional  librarians 
as  are  required  to  carry  out  the  functions 
of  the  program.  Responsibilities  of  the 
librarian(s)  include  planning  and  manage¬ 
ment,  interpretation  of  rules  and  procedures, 
analysis  of  library  problems  and  the  for¬ 
mulation  of  creative  solutions,  training 

and  evaluation  of  staff,  development  and 
coordination  of  volunteers,  collection 
development,  reference,  student  services, 
etc. 

B.  Reader  advisors 

The  exact  category  for  those  performing 
this  function  will  vary  from  library  to 
library.  A  review  of  the  functions  per¬ 
formed  by  the  advisor  as  indicated  here 
should  aid  in  determining  the  most 
appropriate  category  within  the  particular 
organization.  Responsibilities  include 
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selection  of  material  to  be  sent  to 
readers,  maintenance  of  reader  files, 
and  regular  and  ongoing  communication, 
either  face-to-face,  or  on  the 
telephone,  or  through  written  corres¬ 
pondence.  A  familiarity  with  books  and 
library  procedures,  and  the  ability  to 
deal  effectively  and  pleasantly  with 
the  public,  are  essential  for  this 
position. 

C.  A  library  technical  assistant  to 
perform  such  tasks  as  ordering,  assis¬ 
tance  in  weeding,  filing  catalog  cards, 
checking  bibliographies,  processing, 
and  compiling  and  maintaining 
statistics. 

D.  A  tape  technician  with  training  in 
equipment  maintenance,  minor  repairs, 
and  the  techniques  involved  in  recording 
and  duplicating  material. 

E.  Clerks  for  typing,  duplicating, 
filing,  alphabetizing,  receiving  and 
placing  telephone  calls,  and  opening  and 
routing  mail. 

F.  Stock  clerks  to  shelve  and  retrieve 
material  and  to  inspect  each  and  every 
cassette  book  returned  to  assure  that 
cassettes  are  in  good  condition,  rewound, 
and  in  proper  sequence. 

G.  Where  appropriate,  a  thermoform 
machine  operator  to  duplicate  copies  of 
braille  material. 

2.4.4  Training  and  Instruction 

1.  There  should  a  planned,  formal 
orientation  period  for  all  new 
employees . 
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2.  In-service  training  should  be 
provided.  Meetings  of  the  professional 
staff  and  reader  advisors  are  par¬ 
ticularly  useful  forums  for  the  exchange 
of  information  on  reader  services  and 
discussion  of  recently  acquired  titles. 

3.  Money  should  be  allocated  and  plans 
made  to  send  each  new  professional 
employee  having  completed  six  months  on 
the  job  to  participate  in  the  DBPH  three- 
day  orientation  program,  and  where  appro¬ 
priate  in  the  multistate  center's 
orientation  program. 

4.  Provision  of  staff  to  train  and 
consult  subregional  library  staff  is  also 
essential.  This  should  include  regularly 
scheduled  visits  and  area-wide  meetings. 

2.4.5  Professional  Involvement 

Appropriate  personnel  should  be  active  in 
local,  state,  and  national  organizations. 

2.5  Physical  Facilities 

The  location  and  organization  of  the  physical  facility 
play  an  important  role  in  determining  the  scope  of  activities  and 
the  effective  implementation  of  the  program.  In  considering  the 
facilities  required,  the  administrative  structure  for  subre¬ 
gionalization  or  centralization  is  crucial. 

All  buildings  should  be  accessible  to  the  handicapped. 

A  number  of  publications  treat  this  subject,  for  example: 

American  National  Standards  Institute,  Inc.,  Specifications  for 
Making  Buildings  and  Facilities  Accessible  to,  and  Usable  by, 

the  Physically  Handicapped,  ANSI  A  117.1  -  1961  (R1971). 

Phyllis  L.  Tica  and  Julius  A.  Shaw,  Barrier  Free  Design; 
Accessibility  for  the  Handicapped  (1974),  Center  for  Advanced  Study 
in  Education,  City  University  of  New  York,  1411  Broadway,  New  York, 
New  York  10018. 
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Where  discretion  in  site  selection  and  organization  of  the 
facility  are  possible,  this  section  should  prove  valuable.  Where 
the  site  is  already  established,  this  section  should  prove  useful 
in  planning  for  maximum  utilization  of  the  facility. 

2.5.1  Site  Selection 

A.  Making  the  regional  library  part 
of  a  larger  library  unit: 

a.  Encourages  the  entire  family  to 
use  the  library  simultaneously; 

b.  Permits  the  sharing  of  appropriate 
personnel ; 

c.  Provides  ready  access  to  reference 
materials  and  other  relevant  information. 


B.  The  regional  library  should  be  as  close 
as  possible  to  the  population  center.  While 
most  regional  libraries  serve  broad 
geographic  areas,  their  location  in  a  major 
metropolitan  area,  near  public  transpor¬ 
tation,  and  in  a  facility  readily  accessible 
to  the  handicapped,  will  maximize  the  number 
of  readers  who  can  visit  the  facility.  In 
addition  to  enabling  the  patron  to  come  to 
the  library,  select  titles  on  his  own,  and 
discuss  his  service  needs,  a  variety  of 
programs  is  possible. 

2.5.2  The  Interior 


To  work  efficiently  and  provide  the  best 
possible  service,  a  regional  library  should 
include: 

A.  A  continously  staffed  and  properly 
furnished  reception  area. 

B.  A  reading  room,  located  preferably 
near  the  reception  area  and  stocked  with 
catalogs  and 'brochures,  books  and  magazines 
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on  disc,  cassette,  and  in  braille, 
several  tables  with  talking-book  and 
cassette  machines  equipped  with  ear¬ 
phones  for  private  listening,  and  low 
vision  aids  for  the  use  of  the 
visually  handicapped. 

C.  A  work  area  for  clerical  staff, 
reader  advisors,  and  librarians,  with 
adequate  space  for  desks  and  all 
appropriate  reader  files  and  records. 

D.  Private  offices,  as  required, 
including  rooms  for  meetings  and 
conferences . 

E.  A  tape  duplicating  and  storage  area, 
either  enclosed  or  separated  from  the 
main  work  area,  to  minimize  disturbance 
to  others.  Adequate  space  must  be 
provided  for  tape  duplicating  units, 
and  shelving  for  master  tapes  and  raw 
stock.  The  space  for  the  latter  should  be 
climate  controlled  to  prevent  tape  damage. 

F.  A  stack  area  with  ample  space  to 
house  the  collection. 

G.  A  loading  dock  accessible  to  postal 
trucks,  for  shipping  and  receiving. 

Sorting  shelves  or  tables  should  also 
be  incorporated  in  this  area. 

H.  A  storage  area  for  supplies  and  equip¬ 
ment,  including  catalogs,  brochures,  and 
machines. 

I.  An  area  where  Telephone  Pioneers  can 
set  up  equipment  and  perform  repairs  and 
routine  maintenance. 
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SUBREGIONAL  LIBRARIES 


?Definition 


t 


sA: subregional  library’ is  a  public  libra^-  (city,  county,  or 
multi-county)  serving  a  minimum  of.  200  readers  in  cooperation  with 
Regional  library  for  the  blind  and  physically  handicappedo  The  sub¬ 
regional  library  provides  many  of  the  services  of  the  regional  library. 
However,  its  collection  is  generally  limited  to  recorded  boo$s,  A 
minimum  collection,  comprised  of  one  copy  each  of  the  current  and  the 
immediate  past  year’s  production  of  recorded  books  per  300  readers 
served,  must  be  maintained,  Braille,  because  of  its  bulk  and  its  limited 
number  of  copies,  and  magazines,  because  of  the  routine  procedures  and 
record  keeping  involved,  are  more  effectively  circulated  from  a  central 
point  in  each  area. 


DBPH  provides  the  library  with  recorded  books  and  special  sound 
reproducers  on  which  to  play  them.  The  initial  collection  is  shipped  to 
the  subregional  library  frcm  its  regional  library,  multistate  center,  or 
DBPHo  The  collection  is  kept  current  by  direct  shipments  from  the  pro¬ 
ducers  of  one  or  more  copies  each  of  all  new  recorded  books  and  book 
cards  as  they  are  produced.  If  requested,  catalog  cards  for  new  materials 
are  shipped  directly  from  the  Catalog  Distribution  Service  of  the  Library 
of  Congress,  The  bulk  of  the  subregional’ s  circulation  is  done  by  mail  Us 
"free  matter  for  the  blind  or  handicapped"  although  service  to  walk-iH> 
gatrons  is  encourage  and  will  grow  rapidly  as  word  of  the  program  spreads 
throughout  the  library’s  service  area. 


1.  Provides  mail  and  walk-in  recorded  book  service,  which  includes 
lending  books  recorded  on  disc  and  cassette  and  the  equipment  on 
which  to  play  them. 

2,  Assists  patrons  in  the  selection  of  books  on  patron  request. 
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3.  Registers  new  borrowers. 

k.  Publicizes  service  to  encourage  use  by  as  many  eligible  patrons 
as  possible. 

5.  Enlists  assistance  and  support  for  service  from  civic  groups * 
volunteers,  special  interest  groups,  news  media,  etc. 

6.  Forwards  requests  to  its  regional  library  for  material  it  is 
not  able  to  supply. 

7.  Encourages  readers  to  use  as  many  local  library  services  and 
become  involved  in  as  many  regular  library  activities  as  possible. 
Telephone  reference,  recorded  music,  loan  copies  of  paintings  and 
sculptures,  book  discussion  groups,  special  tours  or  outings, 
children’s  story  hours,  puppet  shows,  films,  and  special  exhibits 
are  examples  of  only  a  few  services  and  activities  in  which  the 
library  should  encourage  reader  involvement. 

8 o  Informs  the  regional  library  of  statistics,  program  develop¬ 
ments  and  problems  that  arise. 

9.  Coordinates  its  programs  and  services  with  local  agencies 
serving  the  blind  and  physically  handicapped. 

10.  Develops  a  corps  of  volunteers  to  produce  unlocated  reading 
materials,  deliver  and  demonstrate  equipment,  assist  in  preparing 
request  lists,  etc. 

11.  Works  with  Telephone  Pioneers  to  ensure  that  maintenance  and 
repair  of  equipment  is  provided  in  a  timely  and  responsive  manner. 

402^ -Responsibilities  of  the 

l.  Maintains  a  back-up  collection  with  appropriate  reserve  systems 
for  filling  interlibrary  loan  requests. 

2.  Develops  a  corps  of  volunteers  to  braille  and  record  materials, 
to  maintain  and  repair  equipment,  to  deliver  and  demonstrate  machines, 
to  assist  readers  in  preparing  request  lists,  etc.,  until  the  sub¬ 
regional  has  established  such  programs  at  the  local  level. 
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3.  Develops  a  collection  of  local  and  special  interest  materials 
available  for  subregional  duplication. 

4.  Maintains  a  tape  duplication  facility  to  support  the  subregional's 
collection  development  needs. 

5*  Assists  the  subregional  in  training  staff  and  volunteers. 

6o  Coordinates  development  of  programs  and  services  among  subregionals 
in  the  area. 

7 o  Assists  the  subregional  in  planning  and  conducting  workshops  for 
local  librarians,  civic  groups,  volunteers,  special  interest  groups, 
etc  o 

8.  Develops  and  coordinates  with  the  subregional  area-wide  publicity 
and  public  relations  efforts. 

9.  Maintains  a  master  file  of  all  readers  in  its  total  service  area, 
including  basic  biographical  information  and  types  of  service  received. 

10.  Provides  direct  magazine  and  braille  service  unless  otherwise 
contracted  for  to  all  readers  in  its  total  service  area. 

11.  Provides  reference  service  on  blindness  and  physical  handicaps. 

12.  Serves  as  a  liaison  between  the  subregional  and  the  multistate 
center  and  the  Library  of  Congress. 

13.  Obtains  from  the  Library  of  Congress  and/or  other  sources  machines, 
accessories,  parts,  and  supplies  to  support  the  subregional.  As  a 
lending  agency,  maintains  master  inventory  files. 

dlfS^dvahtages  of  Subregional  Library  Service-' for- the  Reader^ 

It  brings  the  individual  blind  and  physically  handicapped 
reader  into  the  local  library  community.  It  accelerates  his  receipt  of 
materials.  It  provides  individual  instruction  to  new  readers  on  all 
aspects  of  service.  It  helps  reduce  the  barriers  to  reading  inherent  in 
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dealing  with  an  agency  far  removed  from  the  reader's  home  and  calms 
apprehensions  the  reader  might  have  had  in  making  use  of  the  resources 
'and  services  provided  by  his  public  library.  Many  individuals  will 
appreciate  being  included  as  a  library  patron  as  opposed  to  being 
segregated  as  a  ’'client"  of  an  agency  for  the  blind  or  handicapped. 

For  perhaps  the  first  time,  the  reader  can  really  feel  that  the  local 
public  library  is  truly  his  library,  providing  materials  he  can  use, 
the  individualized  service  he  needs,  and  a  tax-supported  service  to 
which  he  is  entitled. 


E.  ^Advantage's  of  Subregional  Library  Service  for  the  Public 


The  'public  library. 


Assumes 


of  serving 


|the  total  community  for  which  it  is  responsible  by  offering  subregional 
service  to  the  blind  and  physically  handicapped  in  the  community.  Sub¬ 
regionalization  generates  increased  circulatidS!i  because  of  the  person¬ 


alized  service  offered;  blind  and  physically  handicapped  people  not  only 
use  libraries  in  much  larger  numbers  than  their  sighted  counterparts, 
they  also  read  more  and  are  highly  appreciative  of  good  service. 


The  public  library  also  benefits  from  the'  public"  relation 
igyffegtg  of  serving  the  blind  and  physically  handicapped.  Service  to 
this  group  has  proven  its  ability  to  capture  the  interest  of  civic 
groups,  volunteers,  and  the  news  media.  Subregional  service  al£[£> 
®:ali dates  the  statement  that  libraries" exist  so  that  ail  may  rea^d. 


of  Subregional  Library  Service  for -the  Regional" 


Because  subregional  libraries  represent  "extension"  in  the 
physical  sense  of  the  word  rather  than  a  decentralization  or  fragmen¬ 
tation  of  service,  the  role  of  the  regional  library  becomes  even  more 
vital  in  providing  library  service  to  the  blind  and  physically  handi¬ 
capped.  Freed  from  the  major  portion  of  routine  talking-book  circulation 
activities,  regional  libraries  can  devote  more  time  to  intensifying  out¬ 
reach  and  publicity  programs,  to  planning  meaningful  programs  of  service, 
and  to  strengthening  collections  through  the  development  of  an  active 
corps  of  volunteers  for  taping  and  transcribing.  The  list  of  possible 
accomplishments  is  limited  only  by  the  imagination  and  energy  of  the 
librarian. 


The  regional  library's  relationship  to  the  subregional  is 
similar  to  that  of  the  multistate  center/Network  Services  Section, 
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DBPH  to  the  regional:  bibliographic  support,  coordination,  and  commu¬ 
nication.  It  is  the  area's  collection  in  depth,  providing  older  and  lesser 
used  titles  as  needed  and  producing  titles  when  necessary.  It  coordinates 
the  efforts  of  the  libraries  and  the  work  of  volunteers.  It  is  the 
communication  link  between  subregional  libraries.  It  shares  its  expertise 
in  library  service  to  the  blind  and  physically  handicapped  through  work¬ 
shops  for  subregional  libraries,  volunteers,  and  agencies  and  organizations 
working  with  present  and  potential  readers. 


Procedures  for  Establishment 


Public  Law  89-522  authorized  the  Librarian  of  Congress  to 
arrange  for  appropriate  public  or  other  nonprofit  libraries,  agencies  or 
organizations  to  serve  as  local  or  regional  service  centers.  The  Librarian 
has  delegated  this  responsibility  to  the  chief.  Division  for  the  Blind 
and  Physically  Handicapped. 

fA'  regional  librarian  should  submit  Form  73-1^3  "RecommendatidFi 
for/the  Establishment  of  a  Hew  Subregional  Library''  in  triplicate  to 
his  area  consultant  at  least  120  days  prior  to  the  date  on  which  the  sub¬ 
regional  will  begin  service.  Upon  approval,  one  copy  of  this  form  will 
be  returned  to  the  regional  librarian;  Form  73-l43a  "New  Subregional 
Library"  will  be  circulated  to  division  staff  having  responsibility  for 
functions  as  listed.  When  all  functions  have  been  accomplished,  a  second 
copy  of  Form  73-1^3  will  be  returned  to  the  regional  librarian. 
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LIBRARY  OF  CONGRESS 


TO  :  DATE: 

Area  Consultant 

FROM 

Regional  Librarian 

subject:  Recommendation  for  the  Establishment  of  a  New  Subregional 
Library 


A.  General  information 


1.  Name  and  address  of  subregional  library: 


2.  Name  and  title  of  the  person  who  will  perform  day-to-day  opera¬ 
tions  of  subregional  library: 

3.  Name,  title,  and  address  of  the  director  of  subregional  library's 
parent  organization: 


4.  Hours  of  subregional  library  operation: 

5.  Anticipated  date  subregional  library  will  begin  service: 

6.  a.  Telephone  number:  Area  Code — 

Number — 

Extension- - 

b.  TWX  number: 

7.  Number  of  readers  subregional  library  will  be  serving  initially: 

8.  Total  population  of  the  area  to  be  assigned  this  facility:  _ 

per  19 _  census . 

9.  Geographic  area  to  be  served  by  subregional  library: 
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Collections 

The  subregional  library  will  circulate  recorded  discs  and  recorded 
cassettes . 

1.  Will  the  regional  library  furnish  the  new  subregional  with  a 
!'basic"  talking-book  collection  (i.e.,  one  copy  of  each  title 
released  within  the  past  12  months  for  each  multiple  of  300 
readers  to  be  served  by  the  subregional)?  []  Yes;  []  No; 

[]  Partially. 

If  "no"  or  "partially,"  regional  library  should  send  to  its 
multistate  center,  or  where  there  is  no  multistate  center,  to 
Circulation  and  Collection  Maintenance  Unit,  DBPH,  a  "number 
sheet"  order  itemizing  materials  it  cannot  supply.  Upon 
receipt  of  this  order,  the  multistate  center  or  DBPH  will 
supply  within  limits  of  available  stock. 

2.  If  the  regional  library  can  provide  its  subregional  library  with 
locally  duplicated  copies  of  cassette  books,  the  subregional 
library  should  be  furnished  with  a  "basic  collection  of  cassette- 
book  titles.  If  regional  library  cannot  furnish  this  collection, 
subregional  library  should  be  instructed  to  request  these 
materials  from  the  regional  library  on  an  interlibrary  loan 
basis.  Network  Services  cannot  furnish  cassette-book  collections 
for  subregional  libraries. 

a.  Will  the  regional  library  furnish  this  subregional  library 
with  a  "basic"  cassette-book  collection?  []  Yes;  []  No. 

b.  Does  the  subregional  library  have  access  to  high-speed  tape 
duplication  equipment?  []  Yes;  []  No. 

If  yes,  please  answer: 

NUMBER  OF 

MODEL  CAPABILITY  SLAVE  UNITS 

_  reel  to  cassette  _ 

_  cassette  to  cassette  _ 

reel  to  reel 


3.  Network  Consultant  will  make  arrangements  to  inform  producers  to 
forward  a  minimum  of  one  (maximum  formula  cited  in  paragraph  B.l.) 
copy  of  all  new  RD  and  RC  releases  directly  to  the  new  subregional. 
This  will  be  deducted  from  Network  Services  quota  for  the  first 
year  of  operation.  If  a  regional  library  establishes  more  than 
five  subregional  libraries  within  one  fiscal  year,  quotas  for 
additional  subregionals  will  be  deducted  from  the  regional 
library's  quota  immediately. 

C.  Machines 


Subregional  libraries  must  sign  a  machine- lending  agreement  .and 
^ distribute  talking-book  and. cassette-book  machine#.  It  is  the 
responsibility  of  the  machine  agency  to  provide  machines  and 
attachments  to  the  subregional  library  and  to  assist  in  developing 
machine  repair  centers  in  its  area. 
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1.  Number  of  talking-book  machines  that  can  be  stored  at  subregional: 


2.  Number  of  cassette-book  machines  that  can  be  stored  at  subregional: 


D.  Cumulative  catalogs  and  brochures 

It  is  the  responsibility  of  the  regional  library  to  ensure  that 
their  subregional  libraries  receive  all  available  cumulative  cata¬ 
logs  and  brochures  in  appropriate  quantity.  If  the  regional  needs 
additional  stock  to  fill  this  requirement,  it  should  forward  a 
requisition  to  its  multistate  center,  or  where  there  is  no  multi¬ 
state  center,  to  Building  Services,  DBPH. 

E.  Catalog  cards 

Does  the  subregional  library  want  DBPH  to  provide  sets  of  catalog 
cards?  []  Yes;  [j  No. 

If  yes,  cards  will  be  supplied  for  all  media. 

F.  Talking  Book  Topics/Braille  Book  Review 

All  newly  established  subregional  libraries  will  automatically  be 
placed  on  the  mailing  list  to  receive  25  copies  of  future  issues 
of  Talking  Book  Topics  (print  and  soundsheet  editions) ,  five  copies 
of  Braille  Book  Review  (print  edition) ,  and  one  copy  of  Braille 
Book  Review  (braille  edition). 

If  the  above  is  not  satisfactory,  indicate  quantity  that  should  be 
forwarded: 

_  copies  of  print  TBT  _ copies  of  soundsheet  TBT 

_  copies  of  print  BBR  _ copies  of  braille  BBR 


G.  Other 


1.  Network  Consultant  will  request  Reference  to  furnish  new 
subregional  with  one  copy  of  the  most  current  edition  of  the 
Manual  for  Regional  Libraries. 

2.  Network  Consultant  will  request  the  Technical  Section  to  furnish 
new  subregional  library  with  one  copy  of  the  most  current  edi¬ 
tion  of  the  Technical  Manual. 

3.  Network  Consultant  will  make  arrangements  for  the  new  subregional 
library  to  receive  future  Network  Bulletins,  DBPH  Newsletter, 

New  Braille  Musician  (print  edition) ,  and  reference  and  music 
circulars . 

4.  Regional  library  should  provide  the  subregional  library  with  a 
"demonstration"  copy  of  one  talking  book,  one  cassette,  and  one 
braille  periodical  title. 
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5.  Regional  library  should: 

a.  Forward  a  letter  to  each  reader  being  transferred  to  the  new 
subregional  library  explaining  the  transfer. 

b.  Formally  introduce  subregional  to  its  area  Telephone  Pioneer 
and  other  volunteer  organizations. 

6.  Regional  library  should  request  subregional  library  to: 

a.  Forward  a  '’welcome"  letter  to  each  individual  transferred. 

b.  Forward  an  announcement  regarding  subregional’s  new  service 
to  local  media. 

c.  Publish  a  newsletter  in,  minimum,  large  print,  and  to  develop 
local  application  forms,  brochures,  etc. 

d.  Develop  a  print  vertical  file  collection  on  handicaps  for  its 
Reference  Room. 

e.  Purchase  demonstration  equipment  (i.e.  magnifiers,  games  for 
the  blind  and  physically  handicapped,  etc.). 


RECOMMEND  APPROVAL  OF  REQUEST: 


Area  Consultant 


Assistant  for  Network  Support 


Assistant  Chief  for  Network  Development 


REQUEST  []  APPROVED;  []  DISAPPROVED 


Chief,  DBPH 


' 
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Memorandum 


LIBRARY  OF  CONGRESS 


TO 


BELOW 


DATE: 


H<3-kv> 

FROM  :  Ellen  Zabe-1 ,  Assistant  Chief 
for  Network  Development 

subject  :  New  Subregional  Library 


1 .  Name  and  address  of  subregional  library,  as  it  should  appear  on 

mailing  lists: 


2 .  Name,  title,  and  address  of  the  director  of  subregional  library^ 
parent  organization: 


4 


3.  Name  and  title  of  person  in  charge  of  subregional  library  service: 

4.  Geographic  area  served: 

5.  Telephone  number: 

6.  TWX  number: 

7.  Hours  of  subregional  library  service: 

8.  Date  subregional  will  open: 


[]  Reference  Section:  Please  add  the  above  information  to  your  subregional 
library  mailing  list;  forward  subregional  a  complete  Manual  for  Regional 
Libraries ;  send  a  memo  to  DBPH  staff  announcing  the  establishment  of  the 
new  subregional . 

[]  Technical  Section:  Please  forward  the  subregional  a  complete  Technical 
Manual . 


[]  Music  Section:  Please  forward  the  subregional  library  the  kit  des- 
scribing  your  service. 
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Taken  from: 

Simpson,  Donald  B. ,  ed. 

The  State  Library  Agencies: 
7T~Survey  Project  Report,  1977 . 

Third  edition.  Chicago : 

ANNEX  3  Association  of  State  Library 

Agencies  (a  division  of  the 
American  Library  Association), 
1977.  Selected  quotations, 
pp.  132-142 


NAME  OF  AGENCY 

Massachusetts  Bureau  of  Library  Extension 
648  Beacon  Street 
Boston,  Massachusetts  02215 
(617)  267-9400 


POSITION  IN  STATE  GOVERNMENT 

All  essential  statutory  authority  for  the  development  of 
library  services  in  Massachusetts  is  vested  in  the  Board 
of  Library  Commissioners  (General  Laws,  Ch.  15,  §  9-11; 
Ch.  78,  §  §  14-31).  The  Board  consists  of  five  members, 
one  of  whom  is  appointed  annually  by  the  Governor  for  a 
five-year  term.  The  Bureau  of  Library  Extension  derives 
its  authority  as  the  administrative  staff  of  the  Board. 

The  Bureau's  only  statutorily  assigned  responsibilities 
are  to  control  the  funds  generated  through  the  certifica¬ 
tion  process  (Ch.  78  App.  i  26),  and  to  act  as  agent  for 
the  Interstate  Library  Compact  (Ch.  78  App.  i  1-3). 
Administratively,  the  Bureau  of  Library  Extension  is  one 
of  six  Bureaus  within  the  Divison  of  Curriculum  and 
Instruction  in  the  Department  of  Education.  The  Board  of 
Education,  through  the  Department,  exercises  routine 
administrative  control  over  such  activities  as  personnel 
regulations,  purchasing,  travel  requests,  and  recruiting 
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regulations.  In  addition,  the  Board  of  Education 
approves  appointments  to  the  professional  staff  of  the 
Bureau  made  by  the  Board  of  Library  Commissioners. 

However,  the  Board  of  Library  Commissioners  acts  with 
statutorily  defined  independence  in  the  substantive 
areas  of  making  policy,  setting  standards  and  regula¬ 
tions,  enforcing  rulings,  and  disbursing  funds.  The 
Board  is  ultimately  responsible  to  the  Governor, 
through  the  Secretary  for  Educational  Affairs,  a 
cabinet-level  position  with  broad  responsibility  for 
fiscal  management  and  coordination  of  activities. 

POWERS  AND  DUTIES 

The  Board  of  Library  Commissioners  is  empowered  to: 

Provide  advisory  services  to  librarians,  trustees,  and 
other  persons  in  charge  of  public,  state  and  county 
institutional  libraries  in  all  matters  pertaining  to  the 
maintenance  and  administration  of  those  libraries.  Some 
of  these  duties  for  public  libraries  have  been  delegated 
to  three  regional  public  library  systems.  (Ch.  78,  §  §  15). 

Represent  the  Commonwealth  in  the  receipt  and  disburse¬ 
ment  of  funds  available  from  any  private  source.  (Ch.  78, 

§  19). 


Warner-Eddison  Associates,  Box  254,  Lexington,  Mass.  02173 


, 


‘  •  '  -  *  l  ■ 


'  *  i  <1  **  ‘  ‘  ■  :  jj 


*  *;  -* 


Develop  and  administer  all  state  plans  involving  federal 
grants  available  for  promoting  library  services.  (Ch.  78, 
§  19). 

Contract  with  any  other  state  agency,  city  or  town, 
public  or  private  library  to  provide  improved  library 
services  in  an  area,  or  to  secure  such  library  services 
as  may  be  agreed  upon  (Ch.  78,  §  19). 

Administer  a  program  of  direct  state  aid  grants  for 
public  library  service;  establish  maximum  standards  to 
qualify  public  libraries  for  state  aid,  and  certify 
municipalities  for  grants.  (Ch.  78,  §  §  19A,  19B). 

Establish  and  maintain  a  comprehensive  program  of  regional 
public  library  systems  and  establish  advisory  councils 
for  each  region.  (Ch.  78,  §  i  19C,  19D). 

Establish  a  comprehensive  program  for  the  improvement  and 
development  of  library  and  media  resources.  Disburse 
available  funds  for  the  development  of  coordination  and 
cooperation  among  all  types  of  libraries,  including 
establishment  grants  for  exemplary  library  media  services, 
for  the  establishment  and  development  of  school  library' 
media  services  according  to  a  formula  established  by  the 
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Board,  for  the  establishment  and  development  of 
services  from  all  types  of  libraries  to  the  handicapped 
and  disadvantaged,  for  the  planning,  construction,  and 
reconstruction  of  public  libraries,  and  for  the  deter¬ 
mination  of  needs  and  evaluation  of  services  of  library 
media  centers. 

Establish  and  implement  minimum  standards  of  library 
service  and  certify  eligibility  of  programs  in  schools, 
county  and  state  institutions,  in  library  media  centers 
serving  persons  whose  native  language  is  not  English, 
and  for  cities  and  towns  planning,  constructing,  or 
reconstructing  public  libraries.  (Ch.  78,  §  19E). 

Maintain  a  placement  referral  service  for  librarians  and 
library  employers.  (Ch.  78,  §  20). 

Establish  rules  and  regulations  for  the  certification  of 
librarians,  issue  and  fix  fees  for  certificates,  maintain 
a  roster  of  all  persons  certified,  and  appoint  an  advisory 
committee  on  certification.  (Ch.  78,  §  22,  25,  28-31. 

PURPOSE  AND  SCOPE  OF  RESPONSIBILITY 

With  the  passage,  in  1974,  of  the  Comprehensive  Library 
Media  Services  Act,  codified  as  Chapter  78,  §  19E,  the 
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Board  of  Library  Commissioners  is  charged  to  initiate 
and  establish  a  statewide  program  for  the  improvement 
of  library  and  media  resources  for  all  citizens.  The 
Board  is  mandated  to  direct  the  development  of  pro¬ 
grams  designed  to  make  the  whole  range  of  information 
services  and  resources  equally  accessible  to  all  persons 
despite  traditional  barriers,  and  without  regard  to 
traditional  distinctions  among  types  of  libraries. 

MAJOR  FUNCTIONAL  CATEGORIES 
General  Administration 

Executes  for  the  Board  of  Library  Commissioners  the  over¬ 
all  direction  and  leadership  of  the  Bureau  of  Library 
Extension.  Coordinates  the  total  library  effort  of  the 
Commonwealth.  Administers  state  and  federal  aid  pro¬ 
grams  for  libraries. 

Library  Development 

Coordinates  the  development  of  library  services  in 
institutional  and  public  libraries  and  to  persons  with 
special  needs.  Directs  the  overall  administration  of  the 
LSCA  program. 

Public  Library  Development 

Encourages  the  improvement  of  library  services.  Develops 
continuing  education  programs  for  public  librarians. 
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Advises  local  officials  in  planning  library  building 
programs.  Provides  advisory  and  consultative  services 
to  library  boards  of  trustees  on  policies  affecting 
local  libraries  and  in  the  recruitment  and  selection  of 
librarians.  Directs  cooperation  among  municipal 
officials,  civic,  educational,  and  library  associations 
toward  improved  library  service.  Administers  the  state 
plan  for  the  use  of  federal  funds  under  the  LSCA  Title  I 
and  II  programs. 

Services  to  Blind  and  Physically  Handicapped  Persons 

Encourages  the  development  and  implementation  of  library 
services  to  an  estimated  214,000  blind  and  physically 
handicapped  persons  including  13,800  registered  legally 
blind  and  over  40,000  deaf  individuals  through  local  and 
regional  libraries,  user  organizations,  and  service 
agencies  with  LSCA  grant  monies.  Clarifies  roles  of 
various  agencies  through  the  development  of  a  statewide 
plan  of  service  for  these  user  groups.  Provides  clearing 
house  and  coordinative  activities  for  libraries,  agencies 
organizations,  and  individuals  interested  in  library 
service  for  the  physically  and  visually  handicapped 
including  workshops,  information  packets,  consulting 
services  and  public  information  programs. 
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Services  to  Disadvantaged  Persons 

Encourages  the  development  of  public  library  services 
designed  to  reach  groups  which  generally  have  not  been 
library  users  and  groups  with  special  needs,  giving 
priority  to  people  with  limited  English  speaking  ability, 
those  with  low  income,  the  elderly,  and  others  who  are 
prevented  from  using  the  library  as  a  result  of  confine¬ 
ment  or  other  mental,  physical  or  economic  handicap. 
Provide  consultant  service  and  workshops  to  assist 
special  project  implementation  and  stimulate  outreach 
efforts.  Collects  and  disseminates  information  on 
library  services  and  needs  of  special  clienteles. 

Services  to  Institutionalized  Persons 

Develops  an  effective  and  continuing  library  program  to 
residents  and  staff  of  state  institutions  to  broaden 
support  and  strengthen  a  total  (re)habilitation/(re)- 
integration  program.  Serves  8  major  correctional 
institutions,  5  pre-release  centers,  26  mental  health 
facilities,  7  public  health  hospitals,  and  16  county 
house  of  correction  facilities.  Administers  grants  to 
meet  minimum  resource  standards  to  institutions  with 
staff  committed  to  promoting  library  services.  Formulates 
a  comprehensive  plan  involving  regional  and  sub- regional 
public  libraries  in  the  development  of  institutional  pro¬ 
grams  to  avoid  duplication  of  services. 
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Administrative  Services 


Enhances  staff  development  by  selecting  the  best 
available  personnel,  maintaining  staff  and  procedures 
manuals,  and  conducting  in-house  training  and  orienta¬ 
tion  programs.  Coordinates  fiscal  policies,  including 
funds  expenditure  and  control,  budgetary  planning,  and 
cost  analysis.  Purchases  equipment  and  supplies. 

.  \ 

Communications  and  Legislative  Liaison 

Prepares  and  edits  periodic  Bureau  publications  includ¬ 
ing  a  monthly  newsletter,  MEDIAWRITE.  Prepares  press 
releases,  develops  brochures  and  facilitates  communica¬ 
tion  among  libraries  and  the  Bureau.  Coordinates 
information  and  activities  related  to  legislation  on  the 
state  and  federal  levels.  Works  with  various  sectors  of 
the  library  world  to  enhance  their  visibility  and  effect 
in  legislative  affairs. 

Planning  and  Evaluation 

Evaluates  library  service  as  provided  in  the  Commonwealth. 
Develops  and  recommends  a  plan  for  the  statewide  develop¬ 
ment  of  information  resources.  Gathers  and  analyzes 
statistics,  prepares  reports.  Conducts  surveys  as  re¬ 
quired  to  support  the  development  of  plans  and  evalua¬ 
tion  of  services.  Coordinates  LIBGIS  survey. 
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Administrative  Services 


Enhances  staff  development  by  selecting  the  best 
available  personnel,  maintaining  staff  and  procedures 
manuals,  and  conducting  in-house  training  and  orienta¬ 
tion  programs.  Coordinates  fiscal  policies,  including 
funds  expenditure  and  control,  budgetary  planning,  and 
cost  analysis.  Purchases  equipment  and  supplies. 

,  \ 

Communications  and  Legislative  Liaison 

Prepares  and  edits  periodic  Bureau  publications  includ¬ 
ing  a  monthly  newsletter,  MEDIAWRITE .  Prepares  press 
releases,  develops  brochures  and  facilitates  communica¬ 
tion  among  libraries  and  the  Bureau.  Coordinates 
information  and  activities  related  to  legislation  on  the 
state  and  federal  levels.  Works  with  various  sectors  of 
the  library  world  to  enhance  their  visibility  and  effect 
in  legislative  affairs. 

Planning  and  Evaluation 

Evaluates  library  service  as  provided  in  the  Commonwealth. 
Develops  and  recommends  a  plan  for  the  statewide  develop¬ 
ment  of  information  resources.  Gathers  and  analyzes 
statistics,  prepares  reports.  Conducts  surveys  as  re¬ 
quired  to  support  the  development  of  plans  and  evalua¬ 
tion  of  services.  Coordinates  LIBGIS  survey. 
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Interlibrary  Cooperation 

Encourages  and  develops  cooperation  among  different  types 
of  libraries  —  academic,  school,  public,  and  special. 
Advises  and  assists  existing  and  developing  consortia 
in  planning  and  evaluating  cooperative  programs.  Admin¬ 
isters  interstate  library  compacts  and  the  LSCA  Title  III 
program. 

State  Aid  to  Public  Libraries 
Administers  the  following  programs: 

1.  Regional  Public  Library  System:  A  program  in  which 
three  headquarters  libraries  and  ten  sub-regional  libraries 
under  contract  with  the  Board  of  Library  Commissioners 
provide  the  following  services  to  383  member  libraries: 
interlibrary  loan  facilitated  by  teletype,  telephone 
reference,  advisory,  public  relations,  centralized  pur¬ 
chasing  of  supplies,  loan  of  films  and  recordings,  truck 
delivery,  and  bookmobile  collections.  Contracting  librarie 
are  reimbursed  for  regional  services  from  an  appropriation 
determined  by  a  per  capita  formula  weighted  for  population 
density.  Also  advises  and  assists  regional  personnel  in 
planning  and  evaluating  regional  services. 

2.  Direct  State  Aid:  A  program  in  which  direct  per  capita 
grants  are  made  to  municipalities  whose  libraries  have  met 
minimum  standards  established  by  the  Board  of  Library 
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Commissioners,  Current  standards  require  that  libraries 
be  open  to  all  residents  of  the  Commonwealth,  make  no 
charge  for  nominal  library  services,  conform  to  standards 
for  hours  of  service,  personnel,  and  expenditures  for 
books  and  periodicals  based  on  the  population  of  the 
community,  and  extend  borrowing  privileges  and  services 
to  non-resident  card  holders  on  a  reciprocal  basis.  The 
statutorily  mandated  program  for  certification  of  librarians 
is  administered  here  adjunctly. 

MAJOR  EMPHASIS  IN  LIBRARY  DEVELOPMENT 

The  major  emphasis  in  library  development  is  the  improve¬ 
ment  of  information  services  and  resources  for  all 
citizens,  requiring  a  concentration  of  effort  in  two 
directions:  towards  the  improvement  of  library  services 

for  those  with  specialized  needs,  and  towards  the  oblitera¬ 
tion  of  barriers  among  types  of  libraries  that  have 
traditionally  separated  major  library  resources  and  large 
portions  of  the  population.  Within  this  emphasis  the 
following  goals  will  be  pursued: 

1.  To  implement  recommendations  for  improved  service  from 
the  regional  library  systems,  and  further  define  the  rela¬ 
tive  roles  of  the  Bureau  and  regional  systems  in  develop¬ 
ing  local  library  service. 
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2.  To  implement  recommendations  for  improved  service 
from  the  regional  library  systems,  and  further  define 
the  relative  roles  of  the  Bureau  and  regional  systems 
in  developing  local  library  service. 

3.  To  develop  awareness  among  clientele,  the  pro¬ 
fessional  community,  and  state  government  of  the  benefits 
of  library  service  to  specialized  clientele  and  the  need 
for  coordination  among  sources  of  library  service. 

4.  To  develop  on  a  statewide  basis,  awareness  of  and 
experience  with  programs  utilizing  video  and  other  audio¬ 
visual  formats. 

5.  To  complete  implementation  of  a  program  of  free  non¬ 
resident  borrowing  privileges  among  public  libraries  par¬ 
ticipating  in  the  direct  state  aid  program. 

6.  To  develop  a  technical  data  handling  capacity  adequate 
to  accurately  analyze  information  currently  received  from 
libraries  and  rapidly  produce  practical  and  informative 
documents  supportive  of  budgetary,  planning  and  programming 
activities  within  and  among  libraries. 
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Regional  Advisory  Councils  for  each  of  Three  Regional 

Public  Library  Systems 

Each  council  is  charged  with  preparing  for  the  approval 
of  the  Board  of  Library  Commissioners  the  annual  budget 
and  plan  of  service  for  the  state-funded  Regional  Public 
Library  System.  Membership  is  representative  of  public 
libraries  in  the  System* s  cities  and  towns;  that  is, 
the  chief  librarian  or  a  trustee  of  each  municipality 
affiliated  with  the  Regional  Public  Library  System. 

Library  Services  to  Persons  with  Special  Needs 
Four  "request  for  proposal"  grant  programs  designed  to 
encourage  the  development  of  library  services  to  persons 
with  special  needs: 

Visual  Resources  -  to  support  the  purchase  of  materials 

and  equipment  for  visually  or  physically 
handicapped  persons. 

TTY  -  for  the  purchase  of  teletypewriter 

units  to  facilitate  communications 
among  the  deaf  and  hearing  impaired. 
Library  Volunteer  Recording  Centers  -  to  provide  space, 

materials,  and  equipment  for  the  pro¬ 
duction  of  quality  tapes  of  materials 
not  produced  by  the  Library  of  Congress 
program  for  the  blind  and  physically 
handicapped. 
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Model  Deaf  Library  Services  -  for  the  establishment  or 

expansion  of  ongoing  library  programs 
for  the  deaf  and  hearing  impaired. 
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MASSACHUSETTS  GENERAL  LAWS,  ANNOTATED 
Chapter  6,  sec.  1929 


MASSACHUSETTS  COMMISSION  FOR  THE  BLIND  NEW 
Caption  added  by  St. 1966,  c.  535,  §  2. 

§  129.  Establishment;  composition;  cooperation  with 

federal  department;  commissioner;  advisory  board 

There  shall  be  a  commission  for  the  blind,  to  be  known  as 
the  Massachusetts  commission  for  the  blind,  in  this  sec¬ 
tion  and  in  sections  one  hundred  and  thirty  to  one  hundred 
and  fifty,  inclusive,  called  the  commission,  consisting  of 
a  commissioner  of  the  blind  and  an  advisory  board  of  five 
members  as  hereinafter  described.  The  commission  shall 
cooperate  with  the  United  States  Department  of  Health, 
Education  and  Welfare  or  its  successors  in  the  administra¬ 
tion  of  the  Vocational  Rehabilitiation  Act,  as  amended, 
and  with  Library  of  Congress  as  relative  to  the  administra 
tion  of  the  program  of  talking  books  for  the  blind  and  may 
expend  such  state,  federal  or  other  funds  as  are  available 
for  the  aforementioned  purposes.  ... 
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ANNEX  4 


MASSACHUSETTS  GENERAL  LAWS,  ANNOTATED 
Chapter  78,  Sec.  19E 


Bureau  of  Library  Extension 

(5)  For  the  establishment  and  development  of  services 
from  library  media  centers  of  all  types  to  the  handicapped 
and  disadvantaged  including: 

(a)  the  establishment  and  development  of  library 
media  services  and  certers  for  persons  whose  native 
language  is  not  English.  The  board  shall  establish  stand¬ 
ards  for  such  services  and  centers; 

(b)  the  development  of  library  media  services  for  the 
elderly,  the  unemployed,  the  poor,  the  functionally  illiterate 
and  those  persons  who  have  cultural,  social,  or  educational 
disadvantages  that  prevent  them  from  using  library  media 
centers  and  services  designed  for  persons  without  said 
disadvantages ; 

(c)  the  establishment  and  development  of  library  media 
services  for  persons  who  are  visually  impaired,  mentally, 
physically,  or  emotionally  handicapped. 

(6)  To  aid  public  library  planning,  reconstruction  and 
construction. 
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ANNEX  4 


MASSACHUSETTS  GENERAL  LAWS,  ANNOTATED 
Chapter  6,  sec.  1930 


s  130.  Commissioner’s  duties  and  powers;  supervisors; 
divisions  and  directors;  monetary  and  other 
assistance;  funeral  expenses 

The  commissioner  shall  be  the  executive  and  administrative 
head  of  the  commission.  The  commissioner  shall  have  charge 
of  the  administration  and  enforcement  of  all  laws  which  it 
is  the  duty  of  the  commission  to  administer  and  enforce.  The 
superpervisors  shall  be  determined  by  the  commissioner  with 
the  approval  of  the  governor.  The  commissioner,  subject  to 
appropriation,  may  also  appoint  and  remove  such  other 
agents,  teachers  and  clerks  as  may  be  necessary,  but  no 
person  employed  or  appointed  by  him  shall  be  a  member  of 
the  advisory  board. 

The  commissioner  may  establish  divisions  and  appoint 
directors  as  he  deems  necessary  and  such  assistants  and 
consultants  as  may  from  time  to  time  be  necessary  to 
enable  him  to  perform  his  duties.  The  commissioner  may 
ameliorate  the  condition  of  the  blind  by  devising  means  to 
facilitate  the  circulation  of  books,  by  promoting  visits 
among  the  aged  or  helpless  blind  in  their  homes... 
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1291  Taylor  Stasst,  N.  W. 
A^a  Code  202  -  882 - 55C0 


LENDING  AGENCY  SERVICE  AGREEMENT  FOR  SOUND  REPRODUCERS 

AND  OTHER  READING  EQUIPMENT 


If 
|  . 

•  WHEREAS',  under  Section  135,  a,  a-1,  and  b,  of  Title  2, 

U.S.C.,  the  Division  for  the  Blind  and  Physically  Handicapped  in  the 
•  Library  of  Congress  is  responsible  for  planning  and  conducting  a  national 
program  of  bringing  free  reading  materials  to  the  nation's  blind  and  phys¬ 
ically  handicapped  residents;  and  * 


WHEREAS,  execution  of  such  program  includes  selection  and  pro¬ 
curement  of  reading  materials  and  their  distribution  through  a  network  of 
cooperating  libraries  and  agencies;  and 


WHEREAS,  pursuance  of  this  program  involves  the  loan  to  and  use 
by  blind  and  physically  handicapped  readers  of  reading  material  in  a 
variety  of  nonprint  formats  and  appropriate  equipment  for  their  use  which 
is  the  property  of  the  Library  of  Congress  and  is  distributed  by  cooperat¬ 
ing  libraries  and  agencies;  and  :  . 


WHEREAS, _ ' 

(hereinafter  ''Lending  Agency")  is  particularly  suited  to  assist  in  the 
execution  of  the  program  entrusted  to  the  Library  of  Congress,  Division 
for  the  Blind  and  Physically  Handicapped  (hereinafter  "Library  of  Congress') 
in  the  state  or  region  of  _  _  .  . 


NOW  THEREFORE,  in  order  to  cooperate  in  making  sound  reproducers 
and  other  reading  equipment  available  to  the  blind  and  physically  handi¬ 
capped,  the  parties  hereby  agree  as  follows:  • 

A.  Eligibility 

Eligibility,  its  determination  and  certification  is  specified 
in  36  CFR  701. IQ. 

B.  Eligibility  Approval 


The  regional  library,  because  of  its  responsibility  for  the 
ongoing  provision  of  library  service,  is  the  agency  responsible  for 
final  approval  of  eligibility  within  a  state  or  region.  Implementa¬ 
tion,  in  areas  where  agencies  operate  separately  from  regional 
libraries,  will  normally  be  limited  to  regional  library  review  of 
applications  which  the  lending  agency  has  evaluated  as  ineligible. 
The  lending  agency,  within  one  working  day,  will  forward  these 
applications  to  the  regional  librarian  for  review,  signature,  and 
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return  to  the  .agency.  Should  the  regional  librarian  judge  the 
applicant  eligible,  the  agency  must  act  upon  the  application 
immediately  upon  its  return  from  the  regional  library.  Application 
for  service  nay  not  be  denied  without  the  signed  concurrence  of  the 
regional  librarian.  The  Library  of  Congress  is  responsible  for 
determining  final  eligibility  at  the  national  level  and  for  resolv¬ 
ing  questionable  instances  of  eligibility  when  agreement  cannot  be 
reached  at  the  local  level. 

Designation  of  Lending  Agency 

1.  The  Library  of  Congress  may  designate,  in  coordination -with  a 
•  State  Library  Agency,  Regional  Library,  and  Machine-Lending  Agency 

(if  separate)  for  the  Blind  and  Physically  Handicapped,  as  many 
lending  agencies  in  a  state  or  region  as  it  deems  necessary  to  fur¬ 
nish  expeditious  service  to  blind  and  physically  handicapped 
persons.  ' 

2.  With  prior  approval  of  the  Library  of  Congress  and  in  coordina¬ 
tion  with  the  State  Library  Agency  and  the  Regional  Library,  sub lend¬ 
ing  agencies  may  be  designated  by  the  Lending  Agency  to  assist  in  the 
distribution  of  sound  reproducers  and  other  reading  equipment. 

3.  Any  sublending  agencies  so  designated  will  enter  into  a  written 

agreement  (approved  by  the  Library  of  Congress)  with  the  Lending 
Agency  and  the  State  Library  Agency- assuring  all  provisions  of  this 
agreement  are  adhered  to.  A  copy  of  the  signed  agreement  will  be 
furnished  to  the  Library  of  Congress  for  each  sublending  agency 
assisting  in  the  program.  .  .. 

Transfer  of  Sound  Reproducers  and  Other  Reading  Equipment 
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Sound  reproducers  and  other  reading  equipment  remain  the 
property  of  the  Library  of  Congress.  Upon  receipt  of  written  instruc¬ 
tion  from  the  Library  of  Congress,  the  Lending  Agency  will  ship  all 
or  any  portion  specified  of  unassigned  inventory  as  requested  by  the 
Library  of  Congress.  .  • 

Responsibility  of  the  Library  of  Congress 

...  ‘  *.  *v  ~*-v  r‘  ?  '  r  5  '  ■*  ‘  • 

1,  Subject  to  availability  of  funds  and  statutory  provisions,  the 
Library  of  Congress  will  procure  and  distribute  sound  reproducers 
and  other  reading  equipment  and  accessories  to  the  Lending  Agency. 

2.  The  Library  of  Congress  will  instruct  the  Lending  Agency  as  to 
repair  and  maintenance  of  furnished  sound  reproducers  and  other  read¬ 
ing  equipment  and  accessories. 


' 


3.  The  Library  of  Congress  will  reimburse  the  Lending  Agency,  on 
a  .per  purchase  basis,  for  the  cost  of  replacement  parts  actually 
required  for  equipment  repair  and  not  furnished  by  the  Library  of 
Congress-,'  ‘provided  that  the  Lending  Agency  has  first  requested  and 
obtained  written  approval  .from  the  Library  of  Congress  prior  to  purchas 

a.  Request  for  said  prior  approval  will  indicate  the 

following:  • 

cu  Item  description 

,  C2)  Item  unit  cost  '  *  ' 

.  C3)  Number  of  units  needed 

b.  Parts  purchased  by  the  Lending  Agency  will  be  invoiced 

to  the  Library  of  Congress  on  Form  73-43  with  original  invoices 
attached,  within  thirty  (30)  days  of  said  purchase.-  Form  73-43, 
attached  as  appendix  two  (2)  to  this  agreement,  is  available  in 
quantity  from  the  Library  of  Congress.  - 

c.  The  Library  of  Congress  reserves  the  right  to  withhold 
said  prior  approval  where  it  determines  that  indicated  purchase 
parts  or  costs  are  unreasonable. 

d.  The  Library  of  Congress  will  supply  the  following:  *  * 

(1)  Replacement  parts  for  reading  equipment  used  in 

•  the  program;  . 

(2)  Replacement  parts  for  equipment  accessories  used 
in  the  program; 

(3)  Replacement  parts  for  repairing  Library  of 
Congress  produced  cassettes;  and 

(4)  Specialized  tools  and  maintenance  equipment, 
provided  their  need  can  be  adequately  justified.  In 

•  cases  of  doubt  regarding  the  provision  of  any  item 

•  mentioned  above,  the  Lending  Agency  shall  aslc  the 
Library  of  Congress  for  a  decision. 

4.  The  Lending  Agency  using  the  free  mailing  privilege  will  employ 
the  United  States  Postal  Service  as  carrier  for  the  transportation  of 
Library  of  Congress  supplies,  equipment,  and  accessories. 

5.  In  cases  where  it  can  definitely  be  shown  that  a  hardship 
exists,  at  the  Lending  Agency  whereby  the  program  will  suffer,  the 
Library  of  Congress,  upon  prior  written  approval,  will  reimburse  the 
Lending  Agency  for  costs  incurred  for  transportation  of  sound  repro¬ 
ducers  and  other  reading  equipment.  Costs  incurred  without  the 


4 

i 

■  -  ;  y 


l:  j5  * 


- 

.  c  *  Jx» 
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prior  written  approval  of  the  Library  of  Congress  will  not  be  reimbursed. 
Requests  for  approval  must  he  in  writing  and. must  include: 

a.  A  justification  as  to  why  the  Postal  Service  cannot  be 
employed,  . 

h.  The  cost  involved  per  trip,  and 

c.  The'  cost.;per  article  transported. 


Invoices  for  reimbursement  shall  be  forwarded  to  the  Library  of 
Congress  within  thirty  (30)  days  of  invoice  date.  In  the  event  that 
conditions  causing  the  hardship  improve,  the  Library  of  Congress  shall 
be  notified  immediately.  *  - 

6.  The  Library  of  Congress  will  provide  mailing  cartons  for  sound 

reproducers  and  other  reading  equipment.  * 

7.  The  Library  of  Congress  will  not  reimburse  for  state  or  local 
taxes  included  in  cost  of  articles  purchased. 

F.  Responsibility- 'of  the  'Lending  Agency  .  '  -  . 

1.  The  Lending  Agency  will  serve  all  persons  eligible  for  service 
within  its.  designated  geographical  service  area. 

2.  The  Lending  Agency  will  have  custodial  responsibility  for  all 
sound  reproducers,  other  reading  equipment;  and  accessories  assigned  to 
it,  and  will  take  normal  security  precautions  for  their  safekeeping. 


3.  The  Lending  Agency  will  maintain  inventory  control  over  all 
sound  reproducers  and  other  reading  equipment  assigned  to  it,  and  will 
provide  the  following  information  with  reasonable  promptness: 

a.  Number  of  machines  received,  date  of  receipt,  and  the  num¬ 
ber  on  hand  awaiting  assignment --by  model  number  and  serial 
number; 

b.  The  number  of  machines  being  repaired,  model  number,  and 
serial  number; 

.n  ’  •* 

c.  The  number  of  machines  assigned,  providing  access  to  loca¬ 
tion  information  by  type  of  machine,  serial  number,  and 

name  of  the’  person  or  institution  holding  the  machine;  and 

d.  The  number  of  accessories  received,  assigned,  and  on  hand, 
by  type  of  accessory. 


’  •  f  i  9. 


«.  r'  i  la)  t*  p  fnr^Hrfl 
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4.  The  Lending  Agency  will  make  available  all  pertinent  files  to 
duly  authorized  representatives  of  the  Library  of  Congress  or  of  the 
General  Accounting  Office  if  requested. 

5.  Records  relating  to  recipients  of  Library  of  Congress  reading 
equipment  are  confidential  except  for  those  portions  defined  by  local 
law  as  public  information.  It  is  the  responsibility  of  the  Lending 
Agency  to  inform  the  reader  at  the  time  he  makes  application  for  ser¬ 
vice  of  the  extent  to  which  the  information  provided  may  be  released 
to  other  individuals,  institutions,  or  agencies. 

6.  Theft  of  equipment  will  be  simultaneously  reported  to  the  local 
police  and  the  Library  of  Congress  as  soon  as  discovered. 

7.  Subject  to  availability,  the  Lending  Agency  will  assign  and 
ship. reading  equipment  and  accessories  to  eligible  persons  within 
three  (3)  working  days  of  receipt  of  an  acceptable  application  and 
adequate  information  for  service.  Where  personal  delivery  of 
machines  is  furnished,  delivery  time  may  be  extended  to  a  period  not 
to  exceed  ten  (10)  working  days  following  receipt  of  application. 
Within  (3)  days  of  the  application’s  acceptance  the  applicant  is  noti 
fied  of  the  agency’s  intention  to  deliver  and  offered  the  alternative 
of  delivery  by  the  U.  S.  mail. 

S.  Lending  Agency  may  produce  its  own  application  form  for  use 
within  its  service  area;  however,  a  Lending  Agency  electing  to  do  so 
will  have  such  forms  approved  by  the  Library  of  Congress  prior  to  use 
No  forms  will  require  more  personal  or  medical  information  than  the 
official  Library  of  Congress  form,  attached  as  Appendix  three  (3)  to 
this  agreement,  and  all  forms  will  include  a  listing  of  the  entire 
range  of  sound  reproducers  and  accessories  furnished  by  the  Library 
of  Congress.  * 

9.  Lending  Agency  v/hich  is  not  a  Regional  Library  will: 

a.  Maintain  effective  liaison  with  the  appropriate  Regional 
Library  in  their  joint  effort  to  communicate  with  eligible 
persons  and  provide  them  with  the  best  service  possible; 

b.  Notify  the  appropriate  Regional  Library  of  each  new 
reader  added  and  likewise  of  each  reader  being  taken  from  the 
rolls,  immediately  upon  completion  of  the  transaction;  and 

c.  Coordinate  with  and  assist  Regional  Library  in  retrieving 
sound  reproducers  and  other  reading  equipment  and  accessories 
from  inactive  readers. 


r 


10.  The  Lending  Agency  will  repair  and  maintain  sound  reproducers 
and  other  reading  equipment  preferably  through,  the  use  of  volunteer 
agencies. 

,j  J-  •■**'  '  !  _ 

11.  Completed  reports  will  he  submitted  to  the  Library  of  Congress  by  the 
Lending  Agency  as  required  and  in  the  time  specified.  Copies  of 
regularly  occurring  reports  are  Appendix  four  C4)  of  this  agreement. 

G.  It  will  he  the  responsibility  of  the  Lending  Agency  to  instruct  the 

readers  regarding;  ’ 

•  .  <  ‘  .  ..  Vs  •  . 

1.  Reasonable  care  of  sound  reproducers  and  other  reading  equip¬ 
ment;  *  -  * 

2..  Free  repair  service  and  the  procedure  for  availing  themselves 

of  it; 

3.  Transfer  of  eligibility,  to  another  Lending  Agency's  service 

area  when  reader  moves;  ■  .  .  .. 

4.  Necessity  of  notifying  the  Lending  Agency  when  talcing  sound 

reproducers  and  other  reading  equipment  to  another  Lending  Agency's 
service  area;  and  •  '  *  ^  « 

5.  Necessity  of  notifying  the  Lending  Agency  of  change  of  address, 
change  of  eligibility  status,  or  desire  to  discontinue’  service  per¬ 
manently. 

t 

H.  In  the  case  of  interstate  moves,  the  Lending  Agency  from  whose  .juris¬ 
diction  the  reader  has  moved  will  notify  the  Lending  Agency  to  whose  area 
the  reader  has  moved,  and  furnish  copies  of  such  notification  to  the  Library 
cf  Congress  and  to  the  reader’s  new  regional  library.  Notification  will  be 
accomplished  on  the  Library  of* Congress  form  designed  for  the  purpose.  This 
form.  Appendix  five  (5)  of  this  agreement,  is  available  in  quantity  from 
the  Library  of  Congress. 

I.  Termination  •  •  >-  * 

It  is  understood  that  this  agreement  may  be  terminated  by  either 
party  upon  s.ix  (6)  months  written  notice.  Failure  by  either  party  to 
adhere  to  the  provisions  of  this  agreement  will  be  considered  just 
cause  for  its  termination. 


' 
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J.  This  agreement  is  subject  to  annual  raview. 


> 

Accepted  for: 

THE  LIBRARY'  OF  CONGRESS 


Chief,  Division  for  the  Blind 

and  Physically  Handicapped 


Date 


> 


Accepted  for: 

r  ' 

Agency 

• 

By 

Title 

Date 

. 

State  Library  Agency  (in  states 
where  State  Library  Agency  is  fund¬ 
ing  agency  or  program  administrator) 


By 


Title 


Date 


A 


73-148  (rev  IO/76) 


, 


. 


•  • 


■ 


I 

■ 


ANNEX  6  -  USER  RECORD  CAPABILITY  -  SUBREGIONAL  LIBRARY 
Worcester,  Mass.  -  may  1977 


# 


1US2  USER 

moM:  .  (CODES  s  A,  C,  I.  ) 


}-NUMBER:H- 
VME  : 

3DRESS  LINE-!  : 
ITY: 

[RTH :  /  / 

UBST ITUTES :  . 


.  (LEAVE  BLANK  FOR  ADD) 

.  CLAST  NAME  FIRST  NAME  MIDDLE  INITIAL  TITLE) 

.  LINE-2: 

.  STATE:  .  ZIP:  .  .TELEPHONE:.  /  -  .  TYPE: 

SEX:  .  HANDICAP:  .  READING-LEVEL:  .  LANGUAGE  1:  .2: 


CONTROVERSIAL: - . 


CIRCULATION-LIMIT 


FORMAT  1:  .  2:  .3: 


DUIPMENT  TYPE/SERIAL1 s  / 

t  ■ 

JTEREST;  1  :  .2:  .3: 

IfATUS  *  .  STATUS-DATE:  /  / 


.  2:  / 

4 :  .  5  : 

NOTE:  . 


.  3:  / 


6: 


.  7: 


PECORDER 


8:  IM 


Jl 


ACTION: 


ID-NUMBER : H- 


NAME: 


f 


DDRESS  LINE-1 
LINE-2 


A  one  character  field  used  to  define  the  type 
of  process  to  be  performed. 

A  =  Add  a  new  user 

C  =  Change  an  existing  user 

m 

I  =  Inquire  about  an  existing  user 


The  identification  number  and  check  digit  of 
the  user  to  be  processed.  This  field  should 
be  left  blank  when  adding  a  new  user.  The 
system  will  provide  the  number. 


The  name  of  the  user.  Last  name  first. 


The  first  line  of  the  user's  mailing  address. 

The  second  line  of  the  user's  mailing  address 
if  needed. 


' 


i 


- 


■ 


CITY: 

City  in  the  user's  mailing  address. 

STATE : 

State  in  the  user's  mailing  address. 

ZIP: 

Zip  code  in  user's  mailing  address. 

TELEPHONE : 

• 

* 

The  user  area  code  and  telephone  number 
Blank  if  unknown. 

TYPE: 

The  type  of  user. 

§ 

H  =  Hospital 

I  =  Individual 

L  =  Library  (inter  Library  loan) 

N  =  Nursing  Home 

0  =  Other 

S  =  School 

• 

BIRTH: 

« 

The  user's  birth  date  in  month/day/year 
sequence. 

SEX: 

The  user's  sex. 

F  =  Female 

M  =  Male 

Blank  =  Unknown 


HANDICAP: 


READING-LEVEL : 


LANGUAGE  1: 


The  User's  Handicap. 

B  =  Both  physically  and  visually 
P  =  Physically 
V  =  Visually 
Blank  =  Unknown 

The  education  level  of  the  books  that  reader 
prefers . 

E  =  Elementary 

C  =  College 

H  =  High  School 

Blank  =  Unknown 

The  primary  and  second  language  if  any  of 
the  user. 

ENG  =  English 

FRE  =  French 

GER  =  German 

f 

SPA  =  Spanish 


Etc. 


' 


SUBSTITUTES : 


The  type  of  substitutions  which  the  user  will 

accept  if  any. 

A  =  Automatic  substitutions  (computer  deter¬ 
mined)  ,  Library  selected,  user  request 
or  user  reserves. 

L /  =  Library  selected,  user  request  or  user 
reserves . 

R  =  User  requests  or  user  reserves. 


Send  material  only  after  a  specific 
request. 


CONTROVERSIAL : 

i 


CIRCULATION-LIMIT : 


FORMAT  1: 

l  '  I 


The  user  will  or  will  not  accept  controversial 
books. 

% 

■* 

N  =  No,  controversial 
Y  =  Yes,  controversial  accepted 


The  number  of  books  which  should  be  in  cir¬ 
culation  to  the  user  at  any  one  time.  If  this 
value  is  exceeded,  the  system  will  notify  the 
operator.  The  value  may  be  exceeded  if  desired 

Up  ree 

Xtre  book  formats  which  are  acceptable  to  the 
user. 

B  =  Braille 

C  =  Cassette  15/16  IPS 

E  =  Cassette  1  7/8  IPS 

\ 

L  =  Large  print 
M  =  Magnetic  tape  open  reel 
D  =  Disk  talking  book 


' 


. 


loan 

as 


(j  fO  4*  4  h/re 

3Sie  equipment  type  and  serial  number  on 
to  the  user.  The  type  code  is  the  same 
the  FORMAT  code. 


The  user's  preferance 
F  =  Female  voice 
M  =  Male  voice 
Blank  =  No  preference 


Up  to  eight  areas  of  user  interest.  The 
interest  area  must  have  been  previously 
entered  into  the  system.  See  Interest 
function. 


For  users  who  accept  automatic  substitutions, 
the  Interest  Mode  field  defines  the  way  in 
which  the  list  of  interest  areas  is  to  be 
searched. 

L  =  Linear  search,  always  begin  search 
with  first  interest  area 

-8  =  Round  Robin  search,  begin  search  at 
interest  area  indicated  by  number. 


I 

The  user's  current  status 

A  =  Active  user  as  of  status  date 

D  =  Delete  user  request  on  status  date. 
Do  not  circulate  books. 

I  =  Inactive  user  as  of  status  date. 

Do  not  circulate  books. 

R  =  Restart  circulation  to  user  after 
status  date. 

T  =  Transfer  request,  print  transfer 
report.  Change  status  to  "P". 

Do  not  circulate  books. 


■ 


iTATUS 


STATUS 


fOTE : 


(CONTINUED)  P  =  Transfer  request  has  been  printed 

Do  not  circulate  books. 


DATE:  See  Status  above. 

Indicates  the  existence  of  a  manually 
prepared. note.  j 

N  =  No  note 

Y  =  Yes,  a  note  is  filed. 


ANNEX  7 


QUESTIONNAIRE 

REGIONAL  AND  SUBREGIONAL  LIBRARY  RESOURCES 


Please  check  the  attached  entry  from  the  1976  Network 
Directory  for  your  regional  or  subregional  library  with  regard  to 
accuracy  and  completeness.  Return  the  corrected  copy  along  with 
your  completed  questionnaire  before  February  28,  1977,  to: 

Reference  Section 

Division  for  the  Blind  and  Physically 
Hand icapped 
Library  of  Congress 
Washington,  D.C.  20542 

If  no  correction  in  the  entry  is  necessary,  please  so  indicate. 


If  additional  space  is  needed  for  your  answers  anywhere 
in  this  questionnaire,  please  insert  extra  pages,  making  sure  to 
indicate  the  question  number  to  which  you  have  reference. 
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I.  ORGANIZATION  AND  COMMUNICATION 

4 

For  libraries  for  which  an  entry  has  not  been  enclosed: 
.1.  Name  of  regional  or  subregional  library: 


2.  Mailing  address  with  zip  code: 


3.  Bulk  mailing  address  if  different  from  above: 


4.  Telephone  number  (with  area  code) : 

5.  TWX  (if  available):  / 

6.  Geographical  area  covered  by  IN  WATS: 

7.  Can  readers  call  you  collect _  or  toll  free 


8 


Can  you  call  readers  toll  free 
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I.  ORGANIZATION  AND  COMMUNICATION  (cont'd) 


9.  Name  and  title  of  person  directly  in  charge  of  services 
for  the  blind  and  physically  handicapped: 


10.  Person  in  charge  reports  directly  to:  (name,  title,  and  agency  name 
and  address) : 


11.  Geographical  area  served  by  your  library  (if  part  of  State,  give 
counties): 


(If  map  showing  counties  served  is  available,  please  attach) 

12.  Number  of  staff  members: 

full  time  part  time 

Professional  _  _ 

Paraprofessional  _  _ 

Cler ical 


Volunteer 
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II.  FISCAL  AND  BUDGET 

13.  ANNUAL  BUDGET  $ _ FY _ 

14.  Do  you  operate  on  the  basis  of: 

[  ]  Calendar  year  [  ]  Budget  year 

*  1  l.  4 

15.  If  budget  year,  please  give  duration: 

From _ to _ 

16.  Please  give  total  funds  expended  for  the  following  (percent): 


Salaries  and  benefits _ % 

Reading  materials _ , _  % 

Equipment _ % 

Supplies  _ % 

Physical  plant  (real  estate,  space  rental,  building 
maintenance,  utilities) _ % 

Other  (specify): 

_ % 

Total  100% 


17.  From  what  sources  are  your  services  for  blind  and  physically 
handicapped  readers  funded?  (Check  as  many  as  apply). 

Source  Amount  %  of  total 

State  Funds: 

[  ]  State's  general  funds  _  _ 

[  ]  State  Library's  general 
funds 


Total 


' 


-6- 


II.  FISCAL  AND  BUDGET  (cont'd) 

Federal  Funds: 

[  ]  LSCA  _ 

[  ]  Social  Security  _ 

[  ]  Other  (specify)  _ 

Total  _ 

Local  Funds: 

l  1  City  _ 

[  J  County  _ 

Total  _ 

Private  and  Nongovernmental  funds: 

[  J  Gifts  and  Bequests  _ 

[  )  Other  (specify)  _ 

Total 


Total  all  sources 
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III.  AUTOMATION 

18.  Please  answer  the  following  questions  concerning  the 

use  of  automation  in  your  operations.  Check  the  boxes  for  which 
the  response  is  “yes": 

,  •  *  .O 1  ‘  i  \ 


Operations 

now  auto¬ 
mated 
and  o.k. 

automated , 
but  needs 
modifying 

development 

stage 

consider 

ing 

Machine  inventory 

[  1 

[  ] 

[  1 

[  1 

Reader  infor¬ 
mation 

[  ] 

[  1 

[  ] 

[  1 

Book  circulation 

[  ] 

[  ] 

[  ] 

[  1 

Book  selection 

.  j*  ,  * 

[  ] 

.  [  ] 

[  ] 

[  ] 

Book  reservation 

[  ] 

u 

[  ] 

[  1 

Magazine  circulation  [  ] 

[  ] 

[  ] 

[  1 

Statistics 

[  1 

[  ] 

[  1 

[  1 

i 


Comments 
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IV.  COLLECTIONS 

■  ■  V  •  '  *  ,  i*  -  „  •  . , 

,  19.  Formats  provided  Size  of  collection 

(volumes  or  containers) 

*  •  -  •  *  -  .  .  .  •  » 

(  ]  Recorded  discs  _ _ 

[  ]  Recorded  cassettes  _ 

[  ]  Open  reel  tapes  _ 

[  )  Braille 

V  '  T  '  1  T  ' 

(  ]  Large  print  _ 

[  ]  Commercial  recordings  _ 

[  ]  Other  (specify)  _ _ 

20.  Have  you  developed  any  special  subject  collections? 

[  ]  yes  [  ]  No 

»  i  /  .<•  *  i*.  -  *  *  ■ 

21.  If  Yes,  please  indicate  the  following: 

Subject  Format  Size  of  Collections 

(titles) 


22.  Do  you  have  any  readers  who  need  foreign  language  materials? 
(Do  not  include  language  learning  materials) 

Languages  Number  of  readers 


f 
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IV.  COLLECTIONS  (cont'd) 


23.  List  any  foreign  languages  in  your  collection  other  than  those 
provided  by  DBPH  (Do  not  include  language  learning  materials) 

Languages  Format  Size  of  collections 

(titles) 


24.  Have  you  prepared  any  bibliographies  of  your  foreign  language  holdings 
for  distribution  to  readers? 

[  ]  Yes  (please  attach  one  copy  of  each)  [  ]  No 


V.  READER  SERVICES 


,25.  Which  of  these  services  for  the  blind  and  physically  handi¬ 
capped  do  you  offer? 

[  ]  Volunteer  readers 

[  ]  Loans  of  reading  equipment  (magnifiers,  page  turners,  ceiling 
projectors,  etc.) 

If  you  loan  reading  equipment,  please  indicate  type  and  number 
of  each  type  available: 

Type  Number 


[  ]  Reading  room  (with  listening  facilities) 
[  ]  Correspondence  in  braille 
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V.  READER  SERVICES  (cont'd) 


26.  Have  you  any  programs  for  handicapped  children,  such  as  story  hours 

or  reading  clubs? 

[  1  Yes  [  ]  No 

27.  If  Yes,  please  give  details: 


28.  Do  you  provide  reference  service  for  blind  and  handicapped  readers 
from: 

[  ]  Print  books  and  magazines 
[  ]  Braille  and  recorded  material 


29.  Do  you  keep  a  supply  of  DBPH  Reference  Circulars  on  hand  to  answer 
reference  inquiries  from  readers? 

[  ]  Yes  [  ]  No 


30.  Which  three  Reference  Circulars  in  the  past  year  have  received  the 
most  frequent  use  in  responding  to  reader  requests  or  inquiries? 


31.  Are  there  any  subjects  you  would  like  to  suggest  for  future 
Reference  Circulars? 


I  * 
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VI.  RADIO  READING  SERVICE 

32.  Does  your  library  operate  a  radio  reading  service? 

[  ]  Yes  [  ]  No 

33.  If  No,  are  you  presently  considering  such  a  service? 

[  ]  Yes  [  ]  No 

34.  Are  you  involved  in  a  cooperative  effort  with  a  radio  reading 

service  in  your  area? 

[  ]  Yes  [  ]  No 

35.  If  Yes,  please  specify  type  of  cooperation: 

[  ]  Funds  [  ]  Reading  material. 

[  ]  Other  (specify)  _ _ 


36.  With  which  radio  stations  and  organizations  are  you  cooperating? 


VII.  PUBLICITY  AND  PUBLIC  RELATIONS 

37.  Do  you  publish  a  newsletter  containing  information  of  interest 
to  your  handicapped  readers? 

(  ]  Yes  [  ]  No 


38. 


If  Yes,  please  indicate  the  following: 

Format (s)  Frequency 


, 


-12- 


VII.  PUBLICITY  AND  PUBLIC  RELATIONS  (cont'd) 

39.  If  No,  does  your  parent  agency  or  library  include  such  infor¬ 
mation  in  its  newsletter? 

[  ]  Yes  [  ]  No 

Has  your  library  received  any  newspaper  or  magazine  coverage 
in  the  past  year? 

[  ]  Yes  [  ]  No 

41.  If  Yes,  give  periodicals  and  dates _  _ _ 


Has  your  library  received  any  television  or  radio  publicity 
within  the  last  year? 

» 

[  ]  Yes  [  ]  No 

43.  If  Yes,  give  approximate  dates _ _ 


44.  Do  you  use  standard  application  or  eligibility  forms  devised  by: 

[  ]  DBPH  [•  ]  Your  parent  agency  [  ]  Your  Regional  Library 


40. 

i 

4 


Please  attach  a  copy  of  each  application  or  eligibility  form  your 
potential  users  are  asked  to  complete  (unless  DBPH  standard  form 
is  used  exclusively) . 


' 
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VIII.  VOLUNTEERS  AND  LOCALLY  PRODUCED  MATERIALS 

45.  Do  you  use  volunteers  to  assist  in  your  library  program? 

[  ]  Yes  [  ]  No 

46.  How  many  volunteers  participate  in  your  library  program? 

Braille  transcribing  _ _ 

Tape  narration  _ 

Duplication  _ 

tape _ 

braille  _ 

Repair  _ 

Other  (specify) _ _ 

.  47.  Do  you  have  a  volunteer  coordinator  on  your  staff? 

[  ]  Yes  [  ]  No 

48.  Do  you  have  a  job  description  for  this  position? 

[  ]  Yes  (please  attach  a  copy)  [  ]  No 

49.  Is  there  any  new  or  additional  information  on  volunteers 

that  you  can  suggest  that  would  be  helpful  to  you? 


50.  Do  you  have  a  materials  selection  policy? 

(  ]  Yes  (please  attach  a  copy)  [  ]  No 


' 


hjfcnii'fii 
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VOLUNTEERS  AND  LOCALLY  PRODUCED  MATERIALS  (cont'd) 


51.  What  percentages  of  the  total  of  your  collection  are 
locally  produced  materials: 


By  format 
Braille  books 


Taoe  books 


Large  print  books 


% 


% 


% 


By  subject  category 
Textbook 


Fiction 


Nonfiction 


% 


% 


% 


52.  List  the  most  frequently  requested  subject  areas  readers  request 
for  production  by  volunteers: 


53.  Do  you  record  or  braille  any  magazines  locally? 

[  ]  Yes  [  ]  No 

54.  If  Yes,  which  ones? 

Title  Frequency  Format 


55.  Are  your  volunteer  produced  materials  (books  and  magazines)  available 
on  inter library  loan? 

[  1  Yes  [  ]  No 

What,  if  any,  restrictions  are  placed  on  loans?  _  _  _ 


56. 


. 


VIII.  VOLUNTEERS  AND  LOCALLY  PRODUCED  MATERIALS  (cont'd) 

57.  Do  you  or  will  you  duplicate  volunteer  produced  books  for 

other  libraries? 

[  ]  Yes  [  ]  No 

58.  If  Yes,  will  you  duplicate: 

[  ]  Open  reel  [  ]  Cassette  tape  [  ]  Braille 

59.  Do  you  exchange  tapes?  [  ]  Yes  [  ]  No 

60.  Do  you  require  replacement  tape  to  be  only  of  certain  brands? 

.61.  If  Yes,  which  brands?  _ 

62.  When  producing  single  copy  braille  or  recorded  books,  do  you 

or  your  volunteers  _  request  copyright  permission? 

{  ]  Yes  [  ]  No 

63.  Do  you  clear  copyright  through  DBPH? 

[  ]  Yes  [  ]  No 

64.  Do  you  or  your  volunteer  groups  report  volunteer  materials  to 

the  DBPH  Union  Catalog? 

[  ]  Yes  [  ]  No 

65.  How  do  you  recruit  volunteers? 

[  ]  TV,  radio  [  ]  Newspapers,  periodicals 

[  ]  Volunteer,  professional,  or  service  organizations 
[  J  Word  of  mouth 

[  ]  Other  (specify)  _ _ 


•  I 
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VIII.  VOLUNTEERS  AND  LOCALLY  PRODUCED  MATERIALS  (cont'd) 

I  • 

66.  Do  your  volunteers  work 

[  ]  at  home  [  ]  in  the  library 

[  ]  other  location  (specify)  _  _ 


67.  Does  your  library  have  recording  booths? 

[  ]  Yes  [  ]  No 

68.  Do  you  require  your  volunteers  to  pass  an  audition? 

[  ]  Yes  [  ]  No 

69.  If  Yes,  please  describe  procedure  (or  attach  description  if 

available) 

).  ■  ~ 

70.  Do  you  use  a  monitor  while  books  are  being  recorded? 

(  J  Yes  [  ]  No  , 

71.  Do  you  use  a  reviewer  to  review  taped  materials  upon  completion 

of  recording  a  book? 

[  ]  Yes  [  ]  No 

IX.  EQUIPMENT  AND  DUPLICATING  ACTIVITIES 

Please  answer  the  following  questions  if  you  provide  repair 
services  for  talking  book  or  cassette  machines,  or  if  you  duplicate 
material  at  the  request  of  handicapped  readers: 

72.  Who  repairs  machines  for  your  library?  _  _ 


) 


I 


--  ;  i 
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IX.  EQUIPMENT  AND  DUPLICATING  ACTIVITIES  (cont'd) 

73.  Are  machines  repaired: 

[  ]  on  the  premises  of  your  library 

[  ]  off  the  premises  repair  stations  (list  cities  and  towns) 


74.  Do  you  have  a  tape  technician  on  your  staff? 

[  ]  Yes  [  ]  No 

75.  If  Yes,  do  you  have  a  job  description  for  this  position? 

[  ]  Yes  (please  attach  a  copy)  [  ]  No 

76.  Do  you  have  duplication  equipment?  [  ]  Yes  [  ]  No 

77.  If  Yes,  do  you  have: 

[  ]  Braille 

[  ]  Thermoform 
[  ]  Stereotyping  equipment 
[  ]  Braille  typewriter 

[  ]  Tape 

[  ]  Reel  to  reel 
[  ]  Reel  to  cassette 
[  ]  Cassette  to  cassette 

(  ]  Large  type  typewriter 

78.  Do  you  contract  for  tape  duplication? 

[  ]  Yes  [  ]  No 

79.  If  Yes,  is  it  done  locally? 

[  ]  Yes  [  ]  No  (specify  where) 


' 
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80.  Who  repairs  your  cassettes? 

81.  Where? 


X.  MULTISTATE  CENTER  SERVICES 


Libraries  currently  receiving  service  from  either  of  the 
two  multistate  centers  are  requested  to  answer  the  following 
quest ions :  . .  ' 


82.  How  frequently  do  you  or  your  staff  contact  the  multistate 
center  ? 

Telephone  Mail 


[  ]  Daily 
[  ]  Weekly 
[  j  Biweekly 
[  ]  Monthly 
[  ]  Other  (specify) 


[  ]  Daily 
[  ]  Weekly 
(  ]  Biweekly 
[  j  Monthly 
[  ]  Other  (specify) 


83.  How  frequently  does  the  multistate  center  contact  your  library? 


Telephone 

(  ]  Daily 
[  j  Weekly 
[  ]  Biweekly 
(  ]  Monthly 
[  ]  Other  (specify) 


Mail  ' 

(  ]  Daily 
[  J  Weekly 
[  ]  Biweekly 
[  ]  Monthly 
[  ]  Other  (specify) 
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X.  MULTISTATE  CENTER  SERVICES  (cont'd) 


84.  Multistate  center’s  response  to  interlibrary  loan  requests 
(do  not  include  estimated  time  required  for  mailing): 


3-5  6-10  over  10  never 

working  days  working  days  working  days  used 


(a)  Braille  books 


(1)  br 

[  ] 

(2)  BRA 

[  ] 

(3)  Books 

produced 
[  ] 

(b) 

Books  on 

disc 

TB/RD 

[  ] 

(c) 

Books  on 

Cassette 

(1)  CB/RD 

[  1 

(2)  CBA 

[  ] 

[  ] 
[  ] 
tis 

[  ] 


(  1 


[  1 
[  ] 
s 

[  ] 
[  ] 


[  1 
[  ] 


[  1 
[  ] 

(3)  Cassette  Book  Submasters 

[  ]  [  ]  [  ] 

(4)  Books  produced  by  multistate  centers 

[  ]  [  ]  [  1 


[  ] 
[  1 

[  ] 
[  1 


[  ] 
[  ] 

[  ] 

[  ] 


not 

applicable 


[  ] 
[  ] 


[  ]. 
[  ] 


[  ] 
[  ] 

[  1 

[  1 


(d)  Books  on  Open  Reel  Tape 

(1)  MT  [  ]  [  ]  (  ] 

(2)  MT  Sufcmasters 

[  ]  l  ]  [  ] 

(3)  Books  produced  by  multistate  centers 

[  ]  U  [  ] 


[  ] 
[  ] 
[  1 


[  ] 
[  ] 
[  ] 


(e)  Periodicals 
(1)  Back  Issues 


[  1 

[  ] 

[  ] 

[  ] 

[  1 

(2)  Locally  produced 

[  ] 

[  ] 

[  ] 

[  1 

[  ] 

' 


MULTISTATE  CENTER  SERVICES  (cont'd) 


(f)  Machines 


(1)  Talking  Book 

•  -  ‘  *  *  • 

.A. 

[  1 

[  ] 

[  1 

[  1 

(2)  Cassette  [  ] 

[  1 

[  ] 

[  1 

(3)  Accessories 

1 

", 

[  1 

[  1  *  :  - 

[  ] 

[  1 

(g)  Supplies 

~X  * 

• 

(1)  DBPH  [  ] 

[  ] 

[  ] 

[  1 

(2)  Other  [  ] 

[  1 

*  ■  *  *  ;  ■* 

[  1 

•;  .  -  >  ,  •  ■*.  -  J 
*  a.  h.  .  ; 

[  ] 

J 

(h)  Publications 

^  - 

(1)  DBPH  [  ] 

[  1 

[  ] 

t  ] 

(2)  Other  [  ] 

[  ] 

[  ] 

[  3 

Excess/redistribution  and  Want  List  Programs: 

85.  Have  you  submitted  an  excess/red  istr.ibut  ion  request  to  your 

multistate  center  within  the  past  year? 

[  1  Yes  [  ]  No 

86.  If  Yes,  what  was  the  response  time? 

<  j  ;  '  *'■  -  r  ;  -  > 

[  ]  10  days  or  less 

[  j  11-20  days  ,  .  - 

[  ]  21-30  days 
[  ]  more  than  30  days 

87.  Have  you  submitted  a  want  list  to  your  multistate  center 

within  the  past  year? 

[  ]  Yes  [  ]  No 

88.  If  Yes,  what  was  the  response  time?  > 

[  J  10  days  or  less 
[  ]  11-20  days 
l  ]  21-30  days 
[  ]  more  than  30  days 


' 

—  -  .  t 

i 


21- 


X.  MULTISTATE  CENTER  SERVICES  (cont'd) 


89.  Has  your  Regional  Librarian  or  other  professional  staff  member 
visited  the  multistate  center  for  orientaton  purposes  within 
the  past  year? 

[  ]  Yes  [  ]  No 


90.  How  would  you  evaluate  the  overall  service  you  are  receiving 
from  your  multistate  center? 

[  ]  Excellent 
[  ]  Good 
[  ]  Fair 
[  ]  Poor 


* 


. 


:  a  *  •  \ 
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If  you  wish  to  comment  on  this  questionnaire,  or  on  any 
question,  please  feel  free  to  do  so,  being  sure  to  identify 
by  number  the  question  you  are  commenting  on. 


ANNEX  8 
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THE  AMERICAN  NATIONAL  RED  CROSS 


GUIDELINES 
FOR  CHAPTERS 
IN  PROVIDING 
VOLUNTEER  SERVICES 
FOR  AND  BY  THE 


To  alleviate  human  suffering  and 
improve  the  quality  of  life 
is  a  Red  Cross  objective 
in  facing  critical  problems  of  the  day. 
Chapters  are 
encouraged  to  initiate 
continue,  or  expand 
services  to  or  by  the 
more  than  470,000 
visually  handicapped  persons  in  the 
United  States. 


f 


DO  YOU  KNOW — how  many  of  these  people  are 
in  your  community — and  what  services  the  com¬ 
munity  provides  them? 

BE  INVOLVED — with  the  blind.  We  need  them 
and  they  need  us.  There  are  many  services  the 
visually  handicapped  person  is  able  and  willing 
to  contribute.  Look  especially  for  the  elderly  blind 
— do  they  need  a  friendly  visitor  or  helper? 

HOW  TO  PROCEED 

1.  Select  an  interested  volunteer  to  be  responsible 
for  your  program  or  services  by  and  for  the 
visually  handicapped.  A  successful  program 
needs  constant  care. 

2.  Find  the  blind — through  state  and  local  agencies 
.  .  .  public  libraries  .  .  .  veterans  groups  .  .  . 
churches  .  .  .  hospitals  .  .  .  schools  for  the  blind 
and  private  groups  such  as  Lions  Clubs.  Refer 
unserved  blind  to  such  resources. 

3.  Determine,  in  cooperation  with  local  agencies 
serving  the  blind,  the  unmet  needs  of  the  vi¬ 
sually  handicapped  in  your  area. 

4.  Train,  assign,  and  supervise  volunteers  to  fill 
the  needs  of  the  visually  handicapped  in  cooper¬ 
ation  with  local  agencies. 

5.  Determine  volunteer  assignments  the  visually 
handicapped  might  perform.  Train,  assign,  and 
supervise  them  in  filling  these  needs. 

6.  Keep  a  record  of  the  blind  in  your  community 
so  as  to  be  able  to  check  occasionally  on  their 
needs  and  progress. 

7.  Prepare  a  directory  of  services  available  to  the 
blind  in  your  community. 

HOW  SOME  CHAPTERS  ARE  INVOLVED 

•  Teaching  the  blind — first  aid,  water  safety  and 
swimming  .  .  .  mother  and  baby  care  .  .  .  nutri¬ 
tion  for  the  diabetic  blind  .  .  .  good  grooming  .  .  . 
home  nursing  and  homemaking. 

•  Sponsoring  glaucoma  detection  clinics  and  pre¬ 
school  vision  testing. 

•  Holding  sightsaving  classes  in  schools. 


•  Transporting  the  blind  to  social  functions,  for 
shopping,  and  for  medical  care. 

•  Making  tape  recordings  and  weekly  talking 
newspapers. 

•  Transcribing  and  binding  braille  for  the  Library 
of  Congress  or  for  local  use. 

•  Sponsoring  a  teaching  program  for  the  aged  blind 
— “Health  Habits  for  Better  Health.” 

•  Assisting  the  home  teacher  of  the  adult  blind. 

•  Conducting  joint  blind-sighted  activities:  book 
club,  picnics/  zoo  visits  for  children  of  the  blind, 
and  field  trips.  Some  parks  have  braille-tagged 
paths. 

•  Reading  to  or  making  tapes  for  blind  students. 

•  Including  the  blind  in  youth  volunteer  socials. 

•  Holding  music  classes  for  the  blind. 

•  Maintaining  an  aids  and  appliances  “loan  closet.” 

•  Sponsoring  a  community  awareness  program  to 
unite  blind  and  sighted  people. 

•  Recruiting  youth  volunteers  to  make  talking 
books  for  day-care  centers,  schools,  and  libraries. 

VOLUNTEER  SERVICES  BY  THE  BLIND 

•  Serving  as  a  receptionist  at  a  Red  Cross  chapter. 

•  Helping  with  recreation  activities  in  nursing 
homes. 

•  Assisting  in  the  teaching  of  first  aid  in  classes 
for  the  blind. 

•  Working  in  X-ray  departments  of  hospitals. 

•  Preparing  supplies  for  bloodmobile. 

•  Stuffing  campaign  kits  for  the  Red  Cross,  United 
Way,  and  other  agencies. 

•  Proofreading  braille  material. 

•  Pairing  blind  adults  as  aides  with  blind  children. 

•  Operating  “Telecare”  phoning  service. 

•  Making  stuffed  toys  for  children’s  wards  in 
hospitals. 

•  Manning  Citizens’  Band  radio  in  disasters. 

•  Sewing  for  hospital  production. 

•  Serving  as  teacher-aides. 

•  Taping  material  for  nonbraille  readers. 

•  Reading  to  other  blind  from  braille. 

•  Recruiting  blood  donors  and  center  volunteers. 


\ 


' 
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RESOURCES 

The  U.S.  Department  of  Health,  Education,  and 
Welfare  provides  many  pamphlets  concerning  the 
visually  handicapped,  including  Training  the  Vol¬ 
unteer  To  Assist  the  Home  Teacher  of  the  Adult 
Blind  (free).  This  pamphlet  contains  information 
on  how  to  initiate  and  organize  a  program  of  vol¬ 
unteer  assistance  to  home  teachers.  Write:  U.S. 
Dept,  of  Health,  Education,  and  Welfare,  Rehabili¬ 
tation  Services  Administration,  Washington,  D.C. 
20201. 

The  Library  of  Congress  operates  a  national  library 
program  for  the  visually  and  physically  handi¬ 
capped,  cooperatively  with  selected  libraries  in  the 
United  States.  Any  resident  who  is  unable  to  turn 
pages  or  to  see  print  clearly  and  comfortably  for  a 
reasonable  length  of  time  without  special  devices, 
other  than  regular  eyeglasses,  is  eligible  for  the 
program.  Brailled  books  and  magazines,  recorded 
discs  and  cassette  tapes,  and  music  instruction 
scores  are  available.  Talking  book  machines  and 
cassette  players  are  loaned  free  to  eligible  per- 
'  sons.  Write:  Division  of  the  Blind  and  Physically 
Handicapped,  Library  of  Congress,  Washington, 
D.C.  20542.  Telephone:  (202)  882-5500. 

The  American  Foundation  for  the  Blind  produces 
many  resource  materials,  some  of  which  are: 
Catalog  of  Publications  (free).  A  listing  of  approxi¬ 
mately  200  publications  concerning  the  blind. 
Directory  of  Agencies  Serving  the  Visually  Handi¬ 
capped  in  the  U.S.A.  May  be  available  in  local 
libraries. 

Travel  Concessions  for  Blind  Persons  (free).  Cur¬ 
rent  rules  and  regulations  of  travel  concessions 
for  the  blind. 

What  Do  You  Do  When  You  See  a  Blind  Person? 
(Free).  The  dos  and  don’ts  of  how  to  be  more 
helpful  and  comfortable  with  the  blind. 

Step  by  Step  Guide  to  Personal  Management  for 
Blind  Persons  ($3  each).* 

Aids  and  Appliances  for  the  Blind  (free).  A  cata¬ 
log  of  items  of  use  to  the  blind  person  (ink  print 
or  braille). 

What  Do  You  Do  When  You  See  a  Blind  Person? 
A  film  (13V2  min.,  16  mm,  color)  on  how  a 
sighted  person  can  best  help  and  understand  a 
blind  person.  On  loan  ($7.50  per  showing). 

For  the  above,  write:  American  Foundation  for  the 
Blind,  15  W.  16th  St.,  New  York,  N.Y.  10011. 

*  For  braille  edition,  $6  each,  write:  American  Printing 
House  for  the  Blind,  1839  Frankfort  Ave.,  Louisville, 
Ky.  40206. 

American  National  Red  Cross  publications: 

Loss  of  Sight  (ARC  1275).  Information  for  families 
and  friends  of  veterans.  (Applicable  to  others.) 
Oct.  1968. 

First  Aid  Textbook.  Braille  (2  vols.,  $9.70,  Catalog 
No.  5-0464).  Write:  American  Printing  House  for 
the  Blind,  1839  Frankfort  Ave.,  P.O.  Box  6085, 
Louisville,  Ky.  40206. 

Home  Nursing  Textbook  (Braille  edition).  Write: 
Library  of  Congress,  Division  for  the  Blind,  1291 
Taylor  Street,  N.W.,  Washington,  D.C.  20011. 

SEE  THIS  AS  AN  OPPORTUNITY  TO  BE  THE 
EYES  OF  THE  BLIND. 


arc  hm 
JAN.  1975 
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